FOUNDED AS OFFICE EQUIPMENT DIGEST 


WOUNDED VETERANS like Equitable 
Life Assurance Society singers (See page 
31). 
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Steel Rock-A-Files! The only truly modern filing Steel Rock-A-File cabinets are finished in lustrous 
cabinets. More than twenty basic advantages gray with handles of satin aluminum. 


over drawer type files. Rock-A-File’s exclusive Write or wire for complete details. 


and revolutionary sidewise opening provides 
easier, more efficient filing in less than two-thirds 


the space occupied by old style files. 
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COLUMBIA GELATINE ROLLS—Aii Sizes @ All Spindles 

FOR ALL HECTOGRAPH PROCESS DUPLICATORS 

Patented “Water-line" feature keeps roll in all-season 
condition for finest duplicating results. 


Ask your dealer or the Columbia office nearest you for 
demonstration, sample forms, full information and prices. 


COLUMBIA RIBBON & CARBON MANUFACTURING CO., INC. 
Main Office & Factory: Glen Cove, L. i., N. Y. 


New York @ Kansas City, Mo. @ Chicago @ Detroit @ Milwaukee @ Minneapolis @ Nashville @ Philadelphia @ Pittsburgh 
Portland, Orégon ‘@ ‘Cincinnati (Harris-Moers Co.)’ @ Atlanta @ Also: London,’ England @ Sydney, Australia 
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LOMING SOON 


THE NEW 


*‘WORLD’S FINEST STAPLER” 


Arrer a lapse of three years the new Aceliner, the finest of all 
stapling machines, makes its appearance again. We at Ace are tax- 
ing our production facilities to the utmost to give dealers and con- 
sumers every Aceliner it is possible to make. To those who have 
waited so patiently this announcement will be most gratifying. But, 
to replenish dealers’ depleted stocks will require time. So, please 
bear with us until sufficient quantities are available. 

The popularity of the Aceliner is well deserved for it is the 


most beautiful, practical, durable and efficient stapler ever built. . . 
the only stapler that staples, tacks, pins and hand fastens. In fact 
it does the work of four machines. Its streamline design fits the 
hand perfectly. There’s a choice of four attractive colors: Red, 
Green, Brown and Black. The Aceliner is precision built like a 
watch, from the highest grade steel, by skilled workmen. It is so 
sturdy it will give a lifetime of dependable service. 
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FACT No. 2 FOR GREATER FILING EFFICIENCY 


At Browne-Morse Research Laboratory, a test was de- 
vised to learn just exactly how much our famous File 
would “take” without “falling down on the job.” Therefore, 
one of the regular stock Files was chosen at random and 
a 66-lb. load placed in one drawer. Then the file was 
placed on the “Testing-Machine” and set into action. 


DRAWER OPENED AND CLOSED 50,000 TIMES 
During average office use, a drawer is opened and closed 
approximately 10 times per day. Therefore, test was 
equal to 5,000 work days or over 19 years of continuous 
service. Because the drawer still operated smoothly, the 
test is being continued. 


The major reasons why Browne-Morse Files operate so 
effectively (not only in tests with one file . . . but every 
file we build for you) is design and quality materials. 
Drawers slide smoothly on newly designed channels and 
extension slides equipped with eight heavy-duty, extra- 
wide rollers and two Floating Rollers, which provide 
greater bearing surface. This eliminates possibility of 
scored channels. The technically perfect combination of 
rollers insures smooth drawer action . . . free from bind- 
ing. Solid, one-piece slide is constructed from the finest 


quality material. Years of proven and tested efficiency, i al 
plus economy, make the Browne-Morse Files the “Best perl 
Buy of the Year”! tess 
STEEL 
. SEND FOR FILES 
i ay Architects of Efficiency Browne-Morse : 4 
for America’s Office PLE PACTS (Wl 


Get the quick facts on 


Browne-Morse Steel Files — 

write for Bulletin 5000. Lists features 
| O Ww n e ia re) f S e and specifications plus a complete table 

of sizes. 


MUSKEGON MICHIGAN 


MANUFACTURERS OF STEEL OFFICE EQUIPMENT AND FILING SUPPLIES FOR OVER 38 YEARS 
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1900 — 1948 oe 
UP TO $1,000,000 CREDIT 
WHY? 
HIGH QUALITY PRODUCTS — 


WE PRODUCED THE FIRST NON-GREASE CARBON 
WE PRODUCED THE FIRST SELF-INKING RIBBON 


We now give the world the wonder- ible prints, extreme manifolding and 
ful complete line of New Process car- wears like the proverbial IRON, This 
bon paper, FOUR weights and SEVEN ~— carbon greatly helps efficiency and sim- 
finishes in EACH ‘weight in four brands. plifies purchasing, no office should he 
This carbon gives perfect, sharp, leg- without it. 


Please ask for samples from any of the Offices below 
Ke [px, MANUFACTURING CO. ROCHESTER 1, N. Y., U.S. A. 


Tocunen, Mises; Adiiiie, Seldees, 
Kansas City, Los Angeles, Louisville, presse Mil- 
waukee, Minneapolis, New Orleans, New York, Omaha, — 
bom Pittsburgh, Portland (Oregon), Rochester — 
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READY ror 
wih, 


SUNRUCO 
RUBBER 


FINGER PAD 


ERE’S a real work expediter . . . the new 

Sunruco Sanitary Finger Pad . . . now 
ready to help office workers “put the finger’ 
on wanted papers—faster. With it, fingers 
fairly fly through numerous jobs such as filing, 
counting, assembling, handling money. It’s 
styled to meet the needs of your business or- 
ganization. 


Sunruco Sanitary Finger Pads are completely 
new ... better all around . . . in design, com- 
position, molding, performance. If you're 
looking for a better Finger Pad, consider Sun- 
ruco—a name long associated with superior 
quality and fine production technique. 


”!THE SUN RUBBER COMPANY 


URPUCO ~ 


“BARBERTON: OHIO: 
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RY 


a 


OO'y, “urs ail Srohad . . 


We. SOW Bnd 
deeper non sid over the entire 
sartéce, netead et justin front; 
reat ae 
Na@winside grooves-provide finger 
“ventilation .. shold pads on finger 
~-sthighy:’ Old-style’ Ventilation per- 


forations are eliminated. 


3 Shorter than previous pads to per- 
mit complete freedom of finger 
action...there’s no binding of 
finger joint. 


@ Sunruco Rubber Furniture Shoes pro- 
tect office floors, rugs and floor coverings 
against gouging, marrying and spotting . . . 
prevent skidding on marble surfaces. 


@ Sunruco Rubber Desk Guards, placed 
at contact points of desks and other furni- 
ture . . . prevent corner surfaces of furniture 
from becoming scuffed and pslintered . . . 
protect office workers’ hose and other cloth- 
ing. 


Sunruco Rubber Chair Protectors, placed 
at contact points of chairs, prevent them— 
and desks and walls as well—from becoming 
scratched or otherwise marred 


General Manager 


, $-845-11 
Ee us 


February, 19464 . 
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This concealed 
safe unit is a patented 
Invincible EXCLUSIVE! 


PERSONAL 
FILE 


OU'LL like the advantages of having this 

concealed safe unit in your office. 

It's handy for the personal papers, receipts, 

documents and other valuables you want to 
keep in private. 


Call your Invincible dealer today and ask 
him for details, or, stop at his store and see 
this exclusive patented Invincible feature. 
Your office needs this personal file. 


INVINCIBLE METAL FURNITURE CO. 


MANITOWOC, WISCONSIN 
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Parker Quink 


Have you ever made a test to find the best ink 
for your office? 

Try it... you'll find there’s a world of dif- 
ference in inks. Some gum and clog, some 
fade easily, some will ruin pens and equipment. 

But you will find that Parker Quink pre- 
vents metal corrosion and rubber rot because it 
is the only ink containing pen-protecting solv-x. 

Solv-x actually stops pen troubles before 
they start! 

Quink with solv-x is America’s biggest selling 
ink—a brilliant, smooth-flowing, fast-drying 


Copr 1946 by The Parker Pen Company 


PARKER QU/NK 


Permanent Blue-Black, 


mes 
* 1 Peon 
Company 
* MMC VUE wis 


with Solv-x! 


writing fluid that is ideal for every office use. 

Quink won't fade! Even after hundreds of 
hours in blazing sunlight, records written with 
Parker Quink stay clear and sharp. It resists 
water—it photographs perfectly! 

And it costs no more than ordinary inks! 
Give Quink a trial—see for yourself why it is 
“standard equipment” in so many big offices. 

Full range of colors; 4 permanent, 5 wash- 
able. At all good dealers and supply houses. 
The Parker Pen Company, Janesville. Wis- 
consin and Toronto, Canada. 


FREE: 


Attractive, colorful booklet 
that shows-all, tells-all about 
Quink with solv-x. Filled with facts, photo- 


graphs, and testimonials . . . proof of Quink’s superi- 
ority. A handy selling aid you'll want to show your 
prospects! Write The Parker Pen Company, Dept. 
7, Janesville, Wisconsin . . . for your free copy today! 


Whe only ink, conlliining SUK 
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A business-office ‘must’ 
4 


When paper tears it cant be sewn, 

So what is there to do ? 
Just patch it up with Texcel Tape- 
The — shows Sight through / 


When hanging things upon a wall 
For an opinion poll, 

Use Texcel Tape-it leaves no stain, 
No mark, no crack, no hole. 


(Texcel won't creep loose— 
the “’stickum’s” bonded on! 


A thousand office uses all 
Commend this tape to you. 
In fact, there's just no end of things 
That Texcel Tape can do. 


(Texcel holds and holds— 
the stickum’s” bonded on!) 


: Yes, Texcel is an improved tape 
| Whose ‘stickum’s bonded op; 
It wont come off, it wont dry out i 
Before the judgment dawn. } 4. 
{ Me 


: T Texcel Tape joss Boe esd Gall 


i Become a steady buyer. 

} Why not order some today ? 

y Just call up your supplier. 

: ' ‘ CELLOPHANE TAPE 
excel ape STICKS WITH A TOUCH 
a INDUSTRIAL TAPE CORPORATION * NEW BRUNSWICK, N. J. 
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Well, if you’re like Garth Williams, distinguished 


illustrator of best-selling “‘Stuart Little,” you execute him in Higgins Ink, for every shade 


your meaning, every aspect of your purpose is shown in true value and perspective whe 


executed with Higgins American Drawing Inks. Higgins Inks are the master medium — giving 


complete control and facility of use, adding character to every line, bringing precision perform. 


ance to the point of your pen. 


THE INTERNATIONAL STANDARD 
OF EXCELLENCE 


SINCE 1880 


HIGGINS INK CO. ING 


| 271 NINTH STREET, BROOKLYN 15, 'N. Y. 
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form. 


Say, Suookie, WHOS DIS A ? 


e That’s easy . . . A-S-E is the trade-mark for the nation-wide 
favorite in files . . . All-Steel Equip’s Aurora line. 


Ce oll 


And it’s no wonder that A-S-E Aurora Fles stand out in the 
field. It’s the quality line—the smart-looking line of 
practical files. 


Check ther many utility features: 


e Smooth-action drawers 

e Improved locking mechanism 

e Rugged heavyweight steel construction 

e Easy to handle, trouble-free follower, extra 
filing capacity—actually 26/2 inches of 
clear filing space. 


WP PSR S SNS ROSSA SRS 


Write today for additional nformation about A-S-E Aurora Files a ee 
a complete line of steel 
storage and wardrobe 
cabinets. Write today 
for full information. 


. the line of files that is backed by more than 33 years of 
engineering experience in the production of precision products. 


ALL-STEEL-EQUIP COMPANY, INC. 


900 Cleveland Avenue, Aurora, Illinois 
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Feldco Binders are on the go... salesmen are hitting the pavements 
again... they’re using Feldco... youngsters going to school... 
they’re using Feldco .. . Ring Binders made by specialists to 
take the hard service of commercial use . . . and still main- 
tain their appearance. Binders that can take the pun- 
ishment of teen-agers and yet appeal to the college 
senior ... that’s the Feldco line . . . one Binder 
for both markets! We’ll soon be in a position 

to supply all of your needs 
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Incorporating many refinements that 
insure increased user satisfaction, 
Steel-Age file cabinets and the com- 
plete line of Steel-Age office furniture 
and equipment point to long years of 
trouble-free service. 


New, warborn advancements in ma- 
terials and construction have been 
built into the sturdy design of these 
efficiency-stimulating units. Wear life 
of drawer suspensions will greatly ex- 
ceed prewar attainments. 


Limited release of materials makes it 
difficult for us to deliver as many 


t 

’ 
5 ’ 
= 
can), 


: \ 


+ 


ST 


Steel-Age units as increased orders 
call for. However, our production is 


geared to take better care of you as 
free flow of materials is established. 
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QUALITY is synonymous with 


OFFICE MANAGEMENT AND EQUIPMENT 


SPEED-O-PRINT 


You are assured of quality if you choose 
Speed-O-Print duplicators and. duplicating 
supplies. And that’s because they conforin to 
the rigid specifications that quality stands tor 
... the faithful and relentless adherence 

to this threesome: topnotch materials, 
workmanship and design. Performance 
tells ... quality is as unmistakably 
Speed-O-Print as the will and ability 

to progressively serve. 


SPEED-0O-PRINT CORPORATION 
161 E. GRAND AVE., CHICAGO 11, ILL. 
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Dovmone Posture stavice | 
FOR SEATED OCCUPATIONS 


The Do/More Man demonstrates with 
© charts the need for good posture and shows 
your employees how best to sit. 


@ No office equipment is more personal than 
the chairs in which your employees sit. Yet, 
regardless of how good the chair may be, it 
seldom is satisfactory unless carefully 
selected for the job, fitted to the user and 
the type of work performed. 


Do/More Seating Service, as applied by men 

~ Each chaise carefully Stted to the user end instructed in posture seating, will help con- 
the job by the Do/More Man. . ‘ " 

tribute to the comfort, physical well-being 

and efficiency of your employees. Write 

today for further information and the name 
of your nearest Do/More representative. 


DOMORE CHAIR COMPANY, Inc. 
DEPT. 224, ELKHART, INDIANA 


With each Do/ 
More chair you 
get this coupon 
book assuring you 
of periodical in- 
spection and 


RE 
pol ese 


s 
enn? 


gout 


D\ 


| service. 


Your secretary, clerks and other office em- 
ployees will find added comfort and be more 
refreshed at the end of the day when sitting 
the Do/More way. 
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It's Good to Have the Trust 
of Your Customers 


The cop at the crossing represents security to the kids. The name 
ACCO on paper fasteners enjoys the same sort of confidence with 


business needs everywhere. 


Acco is the first name in paper fasteners, probably the only name you 
know. Acco Fasteners are recognized everywhere as the standard of 
excellence, as certain a mark of quality and satisfaction as the sterling 


mark on silver. 


Now that Acco steel Fasteners are back again their is no excuse for 


buying anything less. Put your trust in Acco and be sure of filing 


efficiency. 


PRODUCTS, Ine. 
39th Avenue and 24th Street 
LONG ISLAND CITY, N. Y. 
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‘FINE CARBON PAPERS & INKED RIBBONS + PARK RIDGE, NEW JERSEY 
OFFICE MANAGEMENT AND EQUIPMENT 


UNMATCHED PERFORMANCE 


Even in these difficult days Tagger ribbons 
and carbon paper have steadfastly maintained 
their unparalleled reputation for value and per- 
formance. To extend the existing leadership 
of this fine line, a new ultra modern Tagger 
“Curl-Less" carbon that eliminates tendency 
to curl has been added to the line. It always 
lies flat and smooth, is quick and easy to 
handle, will not wrinkle or tree. Precision 
workmanship combined with an exclusive 


M&V manufacturing process enables Tagger 
“Curl-Less" to produce exceptionally accurate 
reproductions and give long and dependable 
service—truly an outstanding value. Of course 
Tagger “Curl-Less’ is furnished in various 
weights and finishes for standard as well as 
noiseless machines. The special M&V quick 
removal feature saves operators’ time and in- 
sures longer wear. Remember too, all this 
added value—at no extra cost. 


MITTAG AND VOLGER, INC. 


ESTABLISHED 


1881 
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Here's a business-builder...a good-will-winner...the dream team of 
stapling! The fastest, smoothest-working stapler! Completely uniform 
staples precision-engineered of 100% round wire to do the 
neatest stapling job! It’s the Swingline team of No. 4 Stapler 

ond No. 4 Staples! 


Flick back the head and the staple channel is wide-open 
for split-second loading. Work the stapler and there's no 
buckling, none of the clogging caused by surplus glue on 
ordinary staples. Team up with Swingline — the most 
efficient and speediest of stapling teams! 


SPEED PRODUCTS CO., LONG ISLAND CITY 1, N. Y. 
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Take advantage of the 


LOWEST PRICES 


in the history of 


GENUINE - ORIGINAL 


MAK-UR-OWN 


TRADE MARK REG. U.S.A. 


CELLULOID 


INDEX TABS| 


No change in the high standard of material and —— 


If you haven't received a copy of our recent 


Bulletin giving full details, write today. 


THE VICTOR SAFE & EQUIPMENT CO. INC. | 


N O R T 4H T O N A W A N D A, N E W Y oO R K 


VICTOR 
7 


Consumer-Approwed Products----sald O..N Lt hy ough dealer’ 
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HANG-A-FILE 
is ‘tops’ 
in FILING SYSTEMS 


—— 
nT 


PM | QUICK ACCESS/B/LI/TY 


This is a complete filing unit. It includes the steel 
cabinet PLUS 25 HANG-A-FILE folders and inserts. 

Here is a complete filing unit ready to go to work 
NO. 30... HANG-A-FILE . .. here is streamlined filing efficiency at an attrac- 


hi 


edhe sn 2 Aainitile, tty itn. tins tive price. Recommended for countless uses: cor- 
supported by full length chrome finish metal hanger respondence, shipping orders, shop tickets,, bills, 
wich rests cn two guide rele. orders, invoices, etc. An unprecedented oppor- 
All metal file, caster equipped, finished in olive green tunity for dealers everywhere because there is a 
oe, ee Ole « Sapen e S  « tremendous need for HANG-A-FILE equipment. 
Shipping Weight 33 Ibs. . .,. Packed 2 to carton. Write—Telephone—Wire. Don't miss this oppor- 

o ae Se tunity to boost your filing dept. Complete infor- 

COMPLETE $1 5.50 Ea. List mation on request. 


4 Louis H. Farber 


OFFICE FURNITURE + SCHOOL EQUIPMENT 
_r«| 30 EAST CONGRESS STREET, Phone WEBster 3217 CHICAGO 5, ILLINOIS 
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RIBBONS 
CARBONS 


ende 
ready 
Supe 
office 
unig 
mak 
e€xan 
RIBBON & CARBON CO. Inc. 
Foremost makers of Ribbons and Carbons for Every Use ws. 
750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 
Sales and Service Everywhere META 
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LIFT YOUR OFFICE TO A HIGHER PLANE 
with 
G-F SUPER-FILER 


The Mechanized File 


. 


GT SuperFilor is ready for you 


UPER-FILER is the revolutionary, mechanized _ you to file 50% more material on any given floor area. 
filling cabinet that swept America before war | G-F Super-Filer is now on display at G-F Dealers and 
ended its manufacture. It is in production again and G-F Branches. See it. Write for literature. 
ready to help you modernize your business office. 
Super-Filer contributes the first really new idea in 
office filing since the introduction of the steel file. Its 
unique swing front adds 20% to usable filing space and 
makes other files obsolete. This 5-drawer model, for THE GENERAL FIREPROOFING CO. 
example, has the filing capacity of six ordinary draw- YOUNGSTOWN 1, OHIO 
ers. In contrast to old-style files, Super-Filer enables 


weg METAL DESKS—GOODFORM ALUMINUM CHAIRS—METAL FILING CABINETS—STEEL SHELVING— FILING SUPPLIES— STORAGE CABINETS 
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ELECTROMATIG 
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11BM ANNOUNCES 


the 1946 Electromatic Typewriter, 


which produces letters of distin- 
cuished appearance, with a mini- 
mum of physical effort on the part 
of the operator. 

It is now on display in IBM 
offices in all principal cities 
throughout the country. We will 
be glad to furnish you with full 


information upon request. 


INTERNATIONAL BUSINESS MACHINES CORPORATION 


World Headquarters Building, New York 22, N. Y. 


i} TYPEWRITER 
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REDECORATING? 


The design of your office is important to the success of your daily business procedure. 


Paneling and wood design adds to the beauty and dignity of your office. Today, the New 


England Woodworking Company is prepared to work with you in the development of a 
distinctive office design. We have, for many years, designed and decorated private offices, 


libraries, laboratories. and other special features for schools, offices, and public buildings. 


We manufacture special equipment and cabinet work from architects’ drawings 
and specifications, or we will gladly submit drawings prepared by our designers. 
We will accept projects anywhere in the United States. WRITE US TODAY! 


New England Woodworking Co. 


512 East 137th Street New York 34, New York 
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Dod 4 
Argentine UNO delegation secretarist begins work—with one typewriter 


THE ALL-ESSENTIAL OFFICE 


% IN THE current excitement over the selection of temporary 
and permanent locations for the United Nations Organization 
there is dramatic evidence of the vast importance of the office 
in the modern world. 


No affair of moment can really get underway until office 
space, office equipment, and office personnel have been pro- 
vided for. The paper work which implements all activities 
today must be arranged for as a vital preliminary. 

A measure of the part which paper work played in the win- 
ning of the war is contained in the report made to Congress 
early this month by Solon J. Buck, United States Archivist, 
whose responsibility it is to supervise the preservation of the 
essential papers of government activity. 

“By the end of the war the government had something in the 
neighborhood of 18,000,000 to 20,000,000 cubic feet of rec- 
ords,” Mr. Buck said in his report. 

“It is hard to make a figure like that mean much. That 
many records in four-drawer file cabinets placed side by side 
would line the railroad tracks solidly from Washington to Chi- 
cago. Dumped out, they would cover an acre of ground and pile 
up nearly as high as the Washington Monument (555 feet) .” 
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Here are items 
efficient, flexible pads 3 ong ¢ 
popular of our entire line. 94 ae ba 

from 2 to 30 columns, they are car’ ed/by yo 
Stationer on buff and white ledger paper. 


Ape always needs. These 


lines, promote ease and accuracy in postng. 


COLUMNAR PADS—ANALYSIS PADS—ACCOUNTANT PADS—LEGAL PADS 


Manufacturers of Standard 
Loose-Leaf Covers and Forms mom 


} "BaP | Visible Equipment 
mnie Bound Books 


FOR EVERY RECORD—A WAY TO KEEP IT 


GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN 1, N. Y. 
BOSTON 10: 29 OTIS ST. * ST. LOUIS 2: 115 SO. 8TH ST. * CHICAGO 7: 538 S. WELLS ST. 
NEW YORK CITY SALESROOM: 349 BROADWAY, NEW YORK 13. 
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Bowling is most popular sport with Equitable office workers 


Equitable Life Emphasizes 
Broad Recreational Program 


By Grace Buckley 


* A CHORAL society whose seventy-five mem- 
bers give many concerts at Halloran General Hos- 
pital and other hospitals for wounded veterans 
(see cover) and hold an annual well-attended 
concert in Town Hall, New York, is just one of 
the high spots in the numerous after-hours ac- 
tivities that the Equitable Life Assurance Society 
of United States organizes to keep its personnel, 
sixty-five per cent feminine, fit and alert, and to 
promote the wide acquaintance that furthers co- 
operation. 

The broad recreational program is also the 
means of attracting high school graduates of out- 
standing ability and enabling the boys and girls to 
cultivate friendship and romance. 

Bowling is the most popular of all the sports in 
the program, its numerous leagues attracting ap- 
proximately 400 girls and 150 men. The winning 
teams in each league celebrate victory with a ban- 
quet, the red-letter event of the year for its mem- 
bers. 

The girls’ basketball team, picked from depart- 
ment teams through tournament play to represent 


February, 1946 


Equitable in a league including a dozen large in- 
dustrial teams, has won the championship for 
several years. So far this season the team has 
played and won six games and is hopefully on its 
way to another record. If achieved, Equitable 
employees will celebrate this event with the usual 
award of trophies which were presented in past- 
seasons by such outstanding athletes as Greg Rice, 
Olympics runner, Joe Lapchick, coach of St. 
John’s University, and Andrew Levane, metro- 
politan basketball champion. 

Other recreational groups with major appeal 
include men’s baseball teams, women’s softball 
and tennis teams, gymnasium classes, swimming, 
horseback riding, and indoor shooting. There is 
also a large camera club. 

Special arrangements are made for outside fa- 
cilities when these are not available in the com- 
pany’s building. Basketball teams, for instance, 
practice and play at New York’s Textile High 
School gymnasium, and swimming groups use 
various pools including that of London Terrace. 
A completely equipped range is available with club 
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Recent high school graduates now in clerical or secretarial jobs at Equitable, take part in 
panel discussion with officer of the company 


and locker rooms for men and women in the indoor 
shooting group. The developing room for the 
camera club ranks as one of the best in the city. 


Camera club 


A weekly evening class in the fundamentals of 
photography given by a former Army photog- 
rapher and hobbyist, is a new feature in the pro- 
gram of the extremely popular camera club, with 
a membership of about 150 men and women. Mem- 
bers of this live group arrange frequent picture- 
taking trips and yearly awards are made for shots 
judged the best. Prizes in recent years have con- 
sisted of war bonds, with $50 as first prize and 
second and third awards of $25. The club’s de- 
veloping room is open to any member of the 
group. The use of an enlarger and some develop- 
ing materials is included in facilities. 


Aimed at high schools 


To attract a high type of young people, Equit- 
able familiarizes high school graduates with its 
recreational activities, which enable them to con- 
tinue their interest in sports and hobbies, and with 
the extensive promotional opportunities it affords. 

An illustrated sheet with half a dozen shots 
of employee groups at work and at play, distrib- 
uted to high schools in metropolitan New York 
this year and posted on their bulletin boards, in- 
fluences many able graduates to start their busi- 
ness careers at Equitable. 


Recreation and promotion 


Three of these illustrations picture sports. One 
shows the champion basketball five, another the 
pitcher of the men’s baseball team in action, and 
a third, a member of the girls’ bowling teams who 
scores an average 154. 
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Other photographs on this sheet dramatize 
training and promotional opportunities. A group 
of girls, recent high school graduates, participat- 
ing in a panel discussion with a woman officer of 


the Society who has had a brilliant career, is the | 


subject of another illustration. During such dis- 
cussions the officer conducting the group may cite 
her own experience and call on members of the 
group about her to recount the steps through 
which they advanced from the ranks of new en- 
ployees, fresh from school, to various outstanding 
posts in the firm. New employees listening in the 
background to this panel discussion are thus made 
vividly aware of the opportunities challenging 
their ability. 


Careers emphasized 


Typical of achievements cited is that of the young 
woman high school graduate who in a short time 
became assistant secretary to the finance commit- 
tee, a highly specialized position. Opportunities 
for junior stenographers, typists, files systems 
clerks, and junior trainees are also suggested by a 
group picture. 


Orientation classes 


Orientation classes, arranged by Equitable 
when large numbers of high school graduates join 
the personnel shortly after commencements, are 
important in enabling these young people to find 
themselves and make wise use of recreational and 
promotional opportunities. 

Eight to ten groups of about twenty-five new 
employees, a number permitting individual atten- 
tion and discussion, attend these ten sessions of 
about thirty minutes each. The tenth session is 
scheduled as a tea for the entire group of new 
employees. Each group has its own schedule and 

(Turn to page 60) 
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A PROPOSED 


ORGANIZATION 


FOR AMERICAN 


STANDARDS 


DIRECTIVE AUTHORITY TO STIMULATE, INTEGRATE, PUBLISH 


AMERICAN STANDARDS ASSOCIATION 


{ 


AUTHORITIES OF KNOWLEDGE 


TO STUDY WHAT IS REQUIRED - HOW TO MAKE IT - PERFORMANCE STANDARDS - SPECIFICATIONS 


| 


MANAGEMENT ASSOCIATIONS 


CONSUMER CONCERNS 


SUPPLIERS' SALES +ND SALES 
ENGINEERING REPRESENT; TIV}S 


National Office Management 
Association, American Manage- 
ment Association, Life Office 
Management Association, Na- 
tional Association of Cost 


Accountants, etc. 


U. S. Government Agencies, 
Westinghouse, Generel Elec- 
tric end Western Electric, 
Standerd Oil, etc. 


From Office Furniture, Office 
Machines and Office Supplies 
Companies, and from Paper 
Mekers, etc. 


— 


SUPPLIERS' ENGINEERING 
REPRESENT:.TIVES 


OFFICE EQUIPMENT 
TECHNICAL ASSOCIATIONS 


TECHNICAL ASSOCIATIONS 


Units from concerns which 
are also represented in the 
sales and sales engineering 


Office Equipment Manufac- 
turers Institute, Wood 
Office Furniture Institute, 


Americen Bociety of Mechan- 
ical Engineers, Americen 
Institute of Electricel En- 


activities. ete. 


gineers, Americen Institute 
of Chemical Engineers, etc. 


Chart of Mr. Gage's project for establishment of office standards 


Establishing Office Standards 


By Edwin B. Gage 


Business Methods Department, Western Electric Co., Kearny (N. J.) Works; Chairman 
Office Machinery Sub-Committee, Studies Division, National Research Committee, National 
Office Management Association 


In an interesting paper printed in the December issue of 
this magazine, Edward B. Wilber challenges associations 
such as NOMA, LOMA, and AMA to establish research 
staffs of their own and embark on a broader program 
of standardization than any individual member would care 
or be able to establish. 

Mr. Wilber, Assistant Chief, Management Improvement 
Branch, Executive Office of the President, U. S. Bureau of 
the Budget, poses a real question—one which deserves 
thought and comment. Some light on the subject was given 
in an article in the November issue of this magazine by Mr. 
Gage. We asked Mr. Gage to continue his thoughts and 
take up Mr. Wilber’s challenge. 


% THE proposal to establish testing organiza- 
tions for office equipment and supplies again em- 
phasizes the need for American Office Standards, 
but fundamentally the field for such services 
seems to involve two phases: 

1. The establishment of basic specifications for 
office equipment and supplies. 

2. The testing of products produced under these 
specifications. 
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There are good precedents to prove the value of 
both of these. For instance, the Underwriters’ 
Laboratories have adopted codes covering many 
classes of material including, for office use, in- 
sulated and fire resistant cabinets. They also per- 
form tests on such material and authorize use of 
the Underwriters’ Label on items which pass the 
tests. The codes are standards and the tests 
verify these standards. 

We have confidence in the Underwriters’ Lab- 
oratories because their work has been fair and 
free from bias. We know, from long experience, 
that they have guarded the quality of labeled prod- 
ucts so that, understanding what the label means, 
we can count on those products to perform accord- 
ing to the specification. 

Such specifications for a fire resistant cabinet 
with the Underwriters’ “A” Label provide that it 
will resist fire (on all sides) of at least 1,750 
degrees F. for four hours, will then withstand a 


OFFICE MANAGEMENT AND EQUIPMENT 33 


SS 

| | 

— 
tize 
oup 
dat. ; 
the | / 
lis. 
cite 
the nn 
igh 
mM 
ing a 
the 
ade 

| —“‘CsS 
me 
\it- 
ies ; 
a 
ya 
ble 
din 
re 
nd 
nd . 
Ww 
n- ; 
of 
is 
WwW 
nd 
46 
a ee ‘ 

a CO hl ( oo oe i 


drop of 30 feet and continued exposure to fire for 
one hour, and still safeguard the contents. When 
we see such a label on a cabinet, we know that 
samples have been tested to prove this protection. 

But it should be remembered that the Under- 
writers did not tell the manufacturers how to 
build the cabinet. These details were left to the 
ingenuity and engineering ability of the manufac- 
turer. The Underwriters’ specification, in effect, 
was a standard performance specification—re- 
gardless of size, weight, insulation principle or 
other design characteristics, the material must 
meet these performance tests. 


Two Basic Forms 

Thus we deduce that office standardization can 
result in two forms of basic standards or specifica- 
tions—those dealing with design characteristics 
and those dealing only with performance. Ap- 
parently, too, a testing program is required for 
both types in order to prove that the materials 
meet standards. 

Any program to establish successful American 
Standards must keep both specifications and test- 
ing integrated. When dealing with some ma- 
terials, there is a real opportunity, to the everlast- 
ing good of office management, to use both means. 
In other cases one or the other will suffice. 

It has been pointed out before that Office Stand- 
ards can be compared to the American Standards 
established by the American Standards Associa- 
tion. As in the latter case, the creation of office 
standards must be undertaken on a long range 
and cooperative basis, where the user and the 
maker meet on common ground, with technical 
assistance, and with the intent of helping each 
other arrive at the right answers. That such co- 
operation can be successful is thoroughly demon- 
strated not only by the general record of the 
American Standards Association, but also by the 
war record of that Association which, with re- 
doubled effort, helped industry and the Govern- 
ment solve so many problems the war introduced 
in our national economy. 


Organizing the Project 

How then can we organize an American Office 
Standards project, and what should be our long 
range and immediate agenda for study? 

It seems logical to separate the problem into 
these two phases: setting up standards and a 
testing program. 

To set up a standards portion of this program, 
it seems wise to undertake the project on a selec- 
tive and progressive basis, combining the long 
range and immediate objectives into information 
which, over the years of work required, can render 
increasing service. Such a program could be 
divided into natural groupings and many phases 
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might be operating simultaneously. 


Let’s tak 
a look at how we might tackle such a project. 


Organization for Establishing 
American Office Standards 


To satisfy the most critical requirements, th 
collaborative effort would seem to require the ay. 
thority of knowledge and the authority of position, 

We have these talents available, at least in th 
following forms: 


Authority of Knowledge—of What is Required 


In this field are the various management ani 
allied associations, such as National Office Man. 
agement Association, American Management As. 
sociation, Life Office Management Association, 
National Association of Cost Accountants, and the 
National Association of Purchasing Agents. 

A most valuable “Authority of Knowledge” js 
centered in such organizations as the Office Equip. 
ment Manufacturers Institute, the Wood Offic 
Furniture Institute, and similar associations, 
Their research in the fields they represent would 
be most useful in the project. 

Also involved (and able to contribute a great 
deal because of their organized research and de 
velopment in special fields) would be the larger 
consumer organizations, such as the Federal Gov- 
ernment agencies, Westinghouse, General Elec- 
tric, and Western Electric Companies, American 
Telephone and Telegraph Co., Standard Oil Com- 
panies, General Foods, General Motors. 

And finally (though not least, by any means) 
would come the sales representatives of the va 
rious manufacturers of office equipment and sup- 
plies. Their analyses of “What is Required” 
(and why!) are needed not only to represent the 
smaller users and retail trade but also for their 
long range view in each field undertaken. 


Authority of Knowledge—of How fo. 
Make What is Required 


In this field we find the most outstanding talent 
in the suppliers’ engineering organizations. They 
have the experience and native ingenuity to un- 
dertake interpretation and manufacture of “What 
is Required.” 

But we also have other talent available in asso- 
ciations such as those in the mechanical, elec- 
trical, and chemical fields. These should also be 
drawn into the project and their abilities used 
where needed. 

If all these talents can be drawn into a coordi- 
nated program it would seem that our problems 
can be solved and solved with the right answers. 

But the real requirement to make such a project 
successful seems to be the provision of a coordina- 
tive agency—a medium to stimulate, to keep all 

(Turn to page 74) 
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H. R. McCullough 


Officer manager, Stromberg- 


Carlson Co. 


Mrs. Eleanor Cobey, sound system receptionist at 
Stromberg-Carlson, and Harold Harper, sound 
system director 


Music in the Office 
While You Work 


By H. R. McCullough 


Office Manager, Stromberg-Carlson Company, Rochester, N. Y. 


* AT Stromberg-Carlson Co., Rochester, N. Y., 
war conversion in 1941 was comparatively easy, 
as Government contracts called for production of 
telephone switchboards, handsets, radio and radar 
electronic devices, and sound amplification equip- 
ment, all of which tied in closely with normal 
civilian products. At that time, the company 
labor-management committee received informa- 
tin from such work surveys in factory produc- 
tion, that a consistent dip in the workers’ energy 
ocurred, quite consistently, each morning at 10 
and each afternoon at 3. One proposed counter- 
measure was to broadcast music over the plant 
amplification system, to level off this dip in the 
ergy curve. 

Accordingly, arrangements were completed with 
station WHFM, the frequency modulation station 


of Rochester’s WHAM, to broadcast two 20-min- 
ute musical periods in the morning and two 20- 
minute musical periods in the afternoon, which 
could be picked up by the plant amplification 
system and relayed throughout the factory. 

The production employees were immediately 
enthusiastic over this innovation and a correspond- 
ing “lift”? was apparent in the former “let down” 
periods of work. Labor-management was pleased 
and formulated plans to construct a modern 
soundproof studio to house one of the company’s 
own new self-contained deluxe console amplifica- 
tion units. 

This console consists of a built-in radio receiver 
for standard, short wave, and frequency modula- 
tion pick-up; a transcription reproducing unit; 
microphone for plant-wide paging; microphones 
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for studio announcements; telephone connections 
to the plant switchboard; control switches for lo- 
calizing amplification output by plant areas or de- 
partments; control switches for volume; and 
storage cabinets for the Vinylite transcription 
discs. 

It now became necessary to select a director for 
the supervision and operation of this new depart- 
ment. A subcommittee, including the office man- 
ager, was appointed to make such a selection, and 
the plan they adopted was to make the position 
available to any employee who could best meet 
certain qualifications. 

Notices were posted throughout the plant that 
job requirements for applicants would be music 
programming, research on “Music in Industry,” 
sound system operation, supervision, clerical work, 
and demonstration. Qualifications for the posi- 
tion included company experience of at least three 
years, some sales experience, technical education 
or experience in audio or radio communications, 
music appreciation or musical education. Twenty- 
one applications were received, out of which six 
were chosen as satisfactory for personal inter- 
views, resulting in final selection of Harold Har- 
per, the present director. He took over his duties 
on May 21st last year, and immediately started 
arrangements for leased transcription libraries. 
The new studio and console were scheduled for 
completion by August 1st but unforeseen delays 
caused postponement until October Ist. 


In factory only at first 


All this time, for nearly four years, manage- 
ment would allow music during working hours to 
be broadcasted only in the factory production de- 
partments. Their feeling seemed to be that too 
much interruption to clerical and engineering 
operations would be caused if music was broad- 
cast in the office. But the white-collar workers 
sensed a feeling of discrimination and soon peti- 
tions began to be received. Finally, a visiting 
delegation received assurance that a test week 
would be scheduled, after which a questionnaire 
would be distributed and the results shown by the 
answers would terminate future action. 

Strenuous objections were voiced by certain 
supervisors, particularly in the engineering divi- 
sion, but after an explanation that programs 
would be discontinued, after the test week, until 
# results of the questionnaire could be tabulated, 
they agreed to abide by the majority opinion. 

The week of Wednesday, November 7th through 
Tuesday, November 13th, was chosen for the test 
and a program of three 10-minute music periods 
each morning and three periods of the same dur- 
ation each afternoon was laid out, with different 
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selections each day. A typical program is the on 
for November 7th, which was as follows: 


TEST PROGRAM SCHEDULE 
November 7, 1945 
MORNING PERIODS 


(9:30-9:40 a.m.) Tempo 
Levine fee okt i eee ee eee 
I’ll See You Again (Coward)-Orch. .........Waltz sloy 
Minuet (Haydn)-Orch. ............ Concert Med. Fay 
La Golondrina (Spanish) -Orch. ...Concert Med. Fag 

(10:30-10:40 a.m.) 
Neapolitan Nights-Orch. ............ Concert Med. Slo 
Wooden Shoe Dance-Orch. .......... ... Waltz mediun 
Toyland (Herbert)-Orch. ............... Waltz mediuy 
Make Believe (Kern)-Piano .......Popular med. fast 

(11:30-11.40 a.m.) 
Oe ee .....-Popular medium 
Sweethearts (Herbert)-Orch. ........ Waltz mediuy 
Somebody Loves Me-Piano ............ Popular med. fast 
The Secret-Orch. ............. ......Concert fast 


AFTERNOON PERIODS 


(2:00-2:10 p.m.) Tempo 
Crinoline Days (Berlin)-Orch. .. ..Popular med. fas 
Southern Roses-Orch. .......... Waltz medium 
Lover Come Back to Me (Friml) 
AERA ee cure tarp ernest atvttacs Popular slow 
(3:00-3:10 p.m.) 
Beautiful Ohio-Orch. ......... .......Waltz med. fast 
Poinciana (Rose)-Piano ...... Popular med. fast 
Cordoba-Orch. .............. Concert med. fast 
(4:00-4:10 p.m.) 
L’Amour-Orch. ............. Waltz slov 
Tea For Two (Rodgers) -Piano Popular med. fast 
Spanish Serenade-Orch. ..... ...Concert slow 
Murmuring Zephyrs-Orch. ... Concert med. fast 


The questionnaires were distributed on Mon 
day, November 12th, to approximately 500 en- 
ployees in the office and engineering divisions, 
with the request that they be returned to Director 
Harper not later than Monday, November 19th, 
with only the department name shown and no it- 
dividual signatures. 


Popular with all 

The response was immediate and 352 replies 
were received, giving overwhelming approval ti 
the plan. 

It was interesting to note in the returns by de 
partments that although the engineering super 
visors were most strenuous in their initial ob 
jections, the drafting room, which sent in 4 
replies, was 100% in favor of continuing the pre 
grams. The statistical department and the tabv- 
lating department were 56 to 1 in favor of pre 
gram continuation. Naturally, with results 3 
shown therein, musical programs were reschet- 
uled after the week of discontinuance, and every: 
one is now happy that they have “music in the 
office while you work.” 
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Pupils at Julia Richman High School, New York, getting experience on office machines. 
(Official photo, Board of Education) 


Cooperative Education Gives 


Well-trained Office Workers 


By Grace Brennan 
Administrative Director, Board of Education, City of New York 


* THERE has been much discussion about work- 
experience and work-study plans which have ap- 
peared as a result of war needs. Many school 
systems, local boards of education, and business 
associations are now appraising these programs. 

It is encouraging to be able to turn to a plan 
about which there is tested educational experience. 
The New York City Board of Education first 
authorized the cooperative plan in its high schools 
in 1915. The effectiveness of its planning and 
action is now realized, thirty years later, when 
this phase of education is recognized as a very 
valuable part of secondary education. It is suc- 
cessfully established in eight academic high 
schools. Similar in philosphy but differing in 
type of training and administration is the appren- 
tice plan which was established more recently in 
specific trades and is operating in three voca- 
tional high schools. Both plans are founded on 
the belief that supervised work-experience in 
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fields directly related to school studies offers val- 
uable training which a classroom cannot give. 

Cooperative and apprentice pupils spend the 
first two years in regular high school classes and 
alternate one week at school with one week on a 
job during their junior and senior years. 

In the cooperative plan, approximately 2000 
pupils, enrolled in distributive and commercial 
classes, receive actual business experience in re- 
lated jobs. Pupils are employed as general cler- 
ical workers, file clerks, bookkeepers, operators 
of Comptometers, key punch and other office 
machines, stenographers, stock clerks, markers, 
and sales people, to mention the most common 
openings. Employing firms include law offices, 
banks, insurance companies, manufacturers, util- 
ity corporations, department stores, hospitals, 
and steamship and export concerns. 

Similarly, in the apprentice program, number- 
ing about 350 pupils, practical experience in the 
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food trade, needle trade and hotel industry is 
provided. The leading firms in the needle trade 
and fashion world, both retail and wholesale, 
provide openings on various levels for the pupils 
of the Needle Trade High School and of the Wash- 
ington Irving High School. The food industry 
likewise sets aside apprentice jobs in various 
phases of food handling. 


Job supervision 


Experience has proved it is not enough to set 
up a program that provides training and jobs un- 
less careful supervision of pupils on their jobs is 
assured. For this purpose, coordinators are as- 
signed in each school under the supervision of 
the headquarters office at the Board of Education. 
In addition to conventional school marks, the 
pupils receive industry ratings. These ratings 
become an important part of the scholastic record 
and credit toward commercial and general diplo- 
mas is allowed for satisfactory work experience. 

From the very nature of this type of education 
it is evident that the cooperation of various agen- 
cies in the community, particularly of manage- 
ment and labor, is necessary for its func- 
tioning. About 175 concerns are currently coop- 
erating with the school system in providing actual 
employment at prevailing wages. It has been 
the policy in New York City to request the same 
wage for the pupils as that paid to other workers 
on similar operations. The total earnings of the 
pupils in the cooperative program from 1929 to 
1945 reached $3,574,153.50. This reveals in part 


Pupil in New York's cooperative education plan takes dictation from Secretary of Board 
of Education. (Official photo, Board of Education) 
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the huge effort and problems concerned with 
bringing the alternate week workers to the point 
of efficiency where their production in the com. 
petitive business of the city was high enough ty 
aggregate earnings reaching into millions. 

At a recent meeting in New York City, repre. 
sentatives of education, industry, and labor ex. 
pressed their views on the value of this program, 
There was unanimous agreement that this form 
of education was advantageous to the cooperating 
groups, to the schools and pupils, to business, and 
to labor. Cooperative education offers a realistic 
training for the pupils and gives them a sense of 
purpose and of the relationship of their school 
studies to life. It has the further advantage 
through contact in industry of developing self. 
reliance, a sense of responsibility, and a personal 
maturity. These qualities are of more import. 
ance in the lives of young people today than ever 
before. 


How business is benefited 


Business is benefited by cooperation with the 
schools through the systematic selection and in- 
duction of young people into business. This re 
lationship stabilizes the young worker and re- 
duces turnover to a minimum. Training and sv- 
pervision being jointly shared by the schools and 
industry proves a great boon to business. 

Labor, too, gains from training under these pro- 
grams in that young workers are being prepared 
to face the problems of industry with a keener 


(Turn to page 50) 
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WILL YOU SELL 
AN IDEA 
FOR $5.00? 


What short cut, what gadget, 
what time or money saver has 
proven valuable in your office? 


For every such idea found 
suitable for publication OFFICE 
MANAGEMENT will pay $5.00. 
Send brief, clear description, 
vith your name, company name, 
and address to 


OFFICE MANAGEMENT & 
EQUIPMENT 


260 Fifth Avenue, New York 


More Good 


Introduction board for new employees 

* “ICE-BREAKING” and discovery of mutual 
interests is easy for new employees in the re- 
search division of B. F. Goodrich Co. in Akron, 
Qhio, thanks to a very simple “introduction 
board” technique. 

The requirements are modest indeed, according 
to Dr. H. E. Fritz, the company’s director of re- 
search (who apparently believes that research 
begins “at home,” that is, with looking into per- 
sonal backgrounds). They are: (1) a plain 
bulletin board bearing the word “introducing—” 
and adorned with a cartooned version of a Master 
of Ceremonies; (2) small sheets of paper on 
Which are pasted thumbnail photos of new em- 
Ployees, and on which are typed brief biogra- 
phies mentioning home town, college, hobbies, 
sports, other interests; and (3) a little time and 
energy to keep it going. 

Don Stewart, operating manager of the Re- 
search Division, and Miss Betty Mitrovich, secre- 
tary to Dr. Fritz, devised the board, after many 
chance “discoveries” among employees. 
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Betty Mitrovich posts picture and biography of new B. F. Goodrich Research Division 
employee on departmental “introduction board" 


Suggestions 


Three time-savers 
% HERE are three ideas we find of great value: 

1. When numerous copies of letters, tables, and 
other materials are the rule, pad the paper to be 
used with the binding at the bottom of the page. 
The carbon can then be inserted and removed in a 
fraction of the usual time, and when corrections 
are necessary, the open side of the joined sheets 
extends from the typewriter and permits correc- 
tions to be made without separating the sheets. 

2. If more than one typewriter platen is used 
by an operator (such as hard platen, metal platen, 
card roll, etc.) the extra platens can be kept con- 
veniently in 134-inch cardboard shipping tubes 


- attached inconspicuously beneath the desk. Plat- 


ens are then available for instant change-over. 

3. Much time and trouble can be saved by in- 
structing the switchboard operator to use a dis- 
tinctive ring to signify that a visitor in an office 
is being called on the phone rather than the 
person to whom the telephone is assigned. 


Rospert W. Brown, Quality Control, Magnesium 
Div., Dow Chemical Co., Midland, Mich. 
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pate OF FILE: 


% BEFORE World War II, Sperry Gyroscope 
Co. was a small research and manufacturing 
bs ae company, with a few thousand employees work- 
oe ing in two buildings. Not long after we entered the 
war, Sperry had expanded to more than forty 
buildings and over 30,000 employees. 
ye With this expansion came many changes in 
organization and responsibility. Filing proced- 
ures were complicated by decentralization, gov- 
ernment classifications, restrictions, and regula- 
tions. The need to protect the company’s records, 
' so as to insure the company’s interest and con- 
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oC Figure |. Request for transfer 


Filing and Preservation 
of War Contract Records 


By Ann Oglesby 


Files Supervisor, Sperry Gyroscope Company, Inc., New York 
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form to the government’s regulations, became 
paramount. 

The first step was to find where files were 
located, their contents, purpose, and usage. Files 
analysts compiled lists of departmental files. The 
study of these lists in conjunction with the Or 
ganization Manual, Standard Practice Instrue 
tions, Sales Manual, and the company forms 
revealed: (1) Location of original files. (2)- 
Working files and papers. (3) Duplicate files. 
(4) Records of historical interest to the company. 

As departmental filing space was limited, only 
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yrrent and the most active records were retained. 
hese posed no problem. It was to keep the less 
active and inactive records which must be safe- 
guarded for legal requirements, from becoming 
lost or scattered, that we established what we 
call “The Archives.” This is a central filing de- 
partment with a regular staff of file clerks. 

In planning the Archives the following points 
were considered: (1) Physical separation of the 
six major plants. (2) Departments servicing all 
plants. (3) Major types of material. (4) Con- 
venient reference to material (5) Sudden cessa- 
tion of hostilities with leveling off as well as 
closing of some plants. (6) Good filing practice 
and operation. 

Each plant was a complete unit, with full oper- 
ating responsibilities. It was logical to set up a 
section for each plant, but from an Archives op- 
erating standpoint it was better to assign sections 
for major types of material and segregate the 
records by plants. 
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The one exception to this plan is the research 
unit. All records from this division are placed in 
one section and arranged according to subject. 

With the transfer of records and files to the 
Archives, certain safeguards have been estab- 
lished. Unless otherwise stipulated by the head 
of the department sending the material, any mem- 
ber of the sending department may refer to or 
withdraw records of that department. When a 
request to refer or withdraw records is received 
from anyone other than a member of the sending 
department or a principal officer of the company, 
such request is submitted to the approving de- 
partment head before the material is made avail- 
able. If, however, it is found that certain records 
can be handled in a special way, written instruc- 
tions to that effect are requested by the Archivist. 

Company employees and government auditors 
who come to the Archives on research problems 
are not permitted to refer directly to the cabinets 
or shelves. Whatever files or records they re- 


Figure 2. Distribution-of-time sheet 
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quire and are eligible to see are brought to them 
at a reference table. 

Records and files are sent to the Archives 
through transfer papers made out in duplicate 
(Figure 1). On receipt of material it is checked 
with the transfer papers. Any omissions or ad- 
ditions are noted and the sending department 
notified. When the files are placed in a perma- 
nent location, the duplicate copy of the transfer 
paper, with location in Archives section filled in, 
is returned to the sending department head for 
his records. 

For the Archives record, the files are analyzed 
and indexed, if necessary. If the material remains 
in transfiles, it is relabeled to indicate specific con- 
tents, dates and organization number. 

Many records must be interfiled with previous 
records. This is especially true of numbered 
forms, used in departments servicing the entire 

company. Often large gaps are found in number 
sequence. The sending department is notified, 
and upon checking its active file, locates the miss- 
ing numbers, the Archivist is informed and ample 
space is reserved so that the number sequence will 
not be dislocated. This not only saves shifting 
and extra work for the staff, it also aids in antici- 
pating the approximate amount of material com- 


Figure 3. Archives information record 
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ing in to the files on the next transfer. 

When permanent and original records are» 
ceived in temporary transfile containers, thy 
are refiled whenever possible, in metal filing ea}. 
inets. If metal files are not available, the mater). 
al is noted for transfer, so that on receipt of, 
metal filing cabinet, containing less essential re. 
ords, the contents can be transferred to temp. 
rary .containers, and the metal files used fry 
permanent records. 

A distribution-of-time sheet (Figure 2) is fille 
out every day by each clerk. It records her activi. 
ties for the day, as well as the amount of work 
necessary to make the records available in con. 
venient form for quick reference. 

Requests for information on records held in the 
Archives are received by telephone, memoranda, 
or in person. A daily record is kept on all in 
quiries. The form, “Archives Information Re. 
ord (Figure 3) is used. At first the requests 
were for the return of the record to the sending 
department. This involved the daily listing of all 
material sent out and a follow-up every ten days 
if the material was not returned. Large number 
of requests were for a single record. To cut the 
clerical detail work, it was suggested to the 


(Turn to page 70) 
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WEIGHS AND RULES. This new combination 
letter weigher and ruler is ideal for artists, ar- 
chitects, ¢raftsmen, carpenters, engineers, and 
craftsmen. It weighs letters to '/, 1, and 2 
ounces. The ruler has an easy-to-read 12 inch 
scale graduated in eighths of an inch. It has a 
magnifying glass and a French curve feature. 
Combinations of the curved edges of the rule can 
be used to obtain any desired curve. Can be 
used as a compass permitting the drawing of cir- 
cles from '/2 inch to 22 inches. Contains a 180° 
protractor calibrated to read 90° in either di- 
rection. The spirit level in the rule has been in- 
dividually adjusted for accuracy. The bracket 
which supports the spirit level forms a 45° angle 
te the base. It may also be used as a mitre. 
Made of ivory plastic with blue level and blue 
markings. Price, $2. Made by Parva Products 
Co., West Haven 16, Conn. 


ABOVE: 


FLEXIBILITY, UTILITY, AND COMFORT for the drafts- 
man or artist. Much study and research by time and mo- 
tion study engineers of the Work-Plow Equipment Co., 207 
Wood St., Pittsburgh 21, Pa., resulted in this Work-Flow 
drafting table. Boards are quickly changed. Height or 
angle can be adjusted instantly. Storage space for three 
extra boards so that several working layouts may be kept in- 
tact at once and can be changed without inconvenience or 
loss of time. Large roomy drawers provide adequate stor- 
age space for all necessary materials. This table may be 
used as a desk. Finished in dull green. 


New Things 
in the News 


ABOVE: 


NO TATTERED TELEPHONE BOOKS when this handsome 
full-size executive telephone book cover in lizard grain 
leather is used. Sturdy board construction. It has rounded 
corners, and an extra pocket in the front cover for a list of 
frequently called bers. This h cover comes in 
green, red, blue, or brown. Made to order for any size 
telephone book, at no extra charge. Minimum order, three 
dozen. Sample of local directory should accompany order. 
From the line of leather good specialties developed by the 
Essway Mfg. Co., 261 Fifth Ave., New York. 


BELOW: 

AN IMPROVED RUBBER STAMP recently put on the 
market by Meyer & Wenthe, Inc., 30 South Jefferson St., 
Chicago. It combines some of the best features of the 
former standard rubber stamps, such as index label, indi- 
cating handle, and solid construction, with a new deep-cut 
holding process and resilient cushion mount. This results in 
good, clear legible impressions, even when user is careless 
of the angle of stamping. 
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UNIFORM TEMPERATURE FROM CEILING TO 
FLOOR. This new Reco Heat circulator fan stops 
waste of fuel. Ordinarily heat rises to the ceiling, 
where it benefits no one. When heat is 60°F. at 
body level, it may be 90°F. at the ceiling. The 
Reco fan blows upwards. The air travels along the 
ceiling and down the walls, carrying super-hot air 
with it and inter-mixing it with the room air, making 
for uniform temperature from ceiling to floor. The 
use of RECO increases humidity of the air, and re- 
stricts drying out of furniture. It gives comfortable 
heat in a few minutes. This fan is available in 12-, 
16-, 20,- and 24-inch diameters, and is regularly 
furnished for 110/118 volt, 60 cycle, A. C, motors. 
From the Reynolds Elcetric Co., 2650 West Congress 
St., Chicago 12. 
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RETURNS TO CIVILIAN USE after being used by i, 
Army and Navy throughout the war.. The Master 
rite Liquid Duplicator features a visible fluid supply which 
gives an even flow of liquid to the moistening rollers, Thy 
fluid starts flowing instantly. It can be drained and re-tsed 
A roller moistening mechanism insures uniform copies. Wi 
each turn of the handle, one copy is produced, coming oy} 
face up. An automatic non-slip paper feed eliminates Paper 
spoilage. Any size and weight of paper from postcards 4, 
9 x 14 inch stock can be used. Simplified construction, 
Made by the Wolber Duplicator & Supply Co., 120! Cop. 
land St., Chicago 14. 


BELOW: 


LIGHT CONDITIONING BULBS are now available for 
civilian use. The Wabash Appliance Corp., 335 Carroll $., 
Brooklyn, New York, manufacturers of white light condition. 
ing bulbs, compare them with the tungsten lamp of 1906 
and the clear lamp of 1919, as the most important develop- 
ment since the inside frosted lamp of 1925. A new pro- 
cess, the company says, treats the glass on the inside of 
the bulb to diffuse the central glare point caused by the 
concentrated filament, with the result that the direct raw 
light rays are broken up into millions of softer diffusing 
light rays that glow evenly over the entire bulb surface, 
without sacrifice of visible illumination. Over forty million 
light conditioning bulbs of this type have been tested in 
use over the past five war years. Ten sizes from 10 to 200 
watts will be made in 115, 120, and 125 volts, with four 
sizes from 25 to 150 watts in 220, 230, 240, and 250 volts. 


LEFT: 

A GOOD, STRONG TYPEWRITER STAND, designed and 
built in the past few months by Aircraft Mechanics, Inc., 
3200 North Nevada Ave., Colorado Springs, Colo. It has 
¥%-inch tubular steel legs and a 5/I6-inch thick Masonite 
top. Over-all working length of the top 35!/2 inches; 
width, 14 inches. The two drop leaves are 9 x 14 inches, 
and are supported by steel bolt metering pins. This stand 
weighs 13 pounds, and packs flat for shipment. 
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ABOVE: 

PACKAGED LINE OF GRAVITY ROLLER CONVEY- 
ORS—the outcome of an extensive survey of the con- 
veyor field by the Lyon Metal Products, Inc., Aurora, Ill. 
Useful for handling- and transporting cartons, bales, 
packages, boxes, and crates, and may be employed in 
level sections for assembly and packaging operations. 
These conveyors should appeal to firms wanting a limited 
number of units of simple design for small installations 
at prices which do not involve complicated engineering 
charges. Presently these lightweight but sturdy con- 
veyors are available in these sizes: three straight sec- 
tions all ten feet long and in three widths, 12, 18, and 
24 inches; three 90 deg. curved sections, 12, 18, and 
24 inches wide; two trestles 18 and 24 inches wide. The 
rollers are not driven by power, but by gravity. Com- 


ABOVE: 

ELECTRONIC RECORDING FOR AMERICAN BUSINESS. 
Eighteen years of research went into the making of the 
Morecorder, a newly developed method of recording, from 
dictation to top ja Eo conference, local and long distance 
telephone conversations and interviews. Scratchy record- 
ings are eliminated by the use of a plastic cylinder. An un- 
breakable cylinder takes up to 5!/2 hours of recording. Only 
one cylinder is needed as it may be erased without shaving. 


: binations of several units may be made of several ar- Corrections are automatically marked by push button con- 

| rangements of units in straight runs and curves. Holds trol. Good playback tonal quality. Each Morecorder can 

4 | loads up to 200 pounds. Rollers mounted on full-length be furnished with attachments to suit individual needs. The 
shafts reduce wear and prevent spreading of frame Morecorder weighs less than twenty pounds and is no larger 

‘ under heavy loads. Has a clean, finished appearance. than a cigar box. From the Morecorder Mfg. Co., 311 

4 | Packages that are wider than the conveyor section can West Baltimore St., Baltimore 1, Md. 

» | also be accommodated. 
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" LEFT: 

ir CORRECT POSTURE MINIMIZES FATIGUE. Employees 

2 who sit erect through proper posture support improve the 


appearance of any department. They look efficient and do 
more and better work. The new stenographers' posture 
chair, a new addition to the Sturgis line, has a number of 
new improvements which make for correct posture without 
effort on the part of the occupant. Adjustments for correct 
posture are made quickly without the use of tools. All steel 
construction; a hard steel swivel mechanism; infra-red baked- 
on enamel finish in five colors. The seat is large, and the 
posture back of rubberized curled hair is covered with an 
attractive leatherette in a choice of contrasting colors. 
Noiseless, easy gliding casters. Made by the Sturgis Posture 
Chair Co., Sturgis, Mich. 


RIGHT: 


DUTCH OFFICES are gradually getting back to normal 
despite damage to many of their sources of supply, such as 
is exemplified in this picture taken after the war ended. 
When Blikman & Sartorius, one of the oldest importers of 
stationery and office equipment, 17 Rokin, Amsterdam, Hol- 
land, returned to their Arnhem branch they found their 
quarters had been damaged by shell fire and plundered by 
the Germans. Here is the scene that met the company 
when it returned. Blikman & Sartorius was soon again im- 
poriing American office items. 


: | Rey) coset es fe ’ 
4 \ eae ps ES esos Sos ae 
A a \\ Esse cosas MMMM 3 4c I ie * 
ys 3 \\ aA s ts Jestegtetessstescesee: oe a a a 
A - ue > hee esdeteslessecesssessece: i al  ¥ , 
c ee —o . £ HOS ee cena 
8 ‘4 F J i 7 
| a = . 
| cee 5 P : ee 
i 
eo Le esi r : 
\wo ; 
a 
‘ls | 
. \ 
: / 
. 
oe er. a Fy 
‘4 = ea . 
i 4 
ae — ~ a 
. ne < 
Eby: 5. fai ~— Ss a 
ee iS eee 
; 4 . - i ; 
. ieee 2 & s - Ae a j 
re. as ee a 
See 
—— ye _ Wet ; 
i sai > a arte ¢ 5 , Loco t~ el “3 -} ¢ 
0. i - a . “pe nal 
apse +2 ae 66 
: ao ” oe VAS — ~~ a 
mee _~ oF ect Lea ta 
é | February, 1946 OFFICE MANAGEMENT AND EQUIPMENT 45 
. oF ees a a ae - eaten. err og a 
ey eae ag ! a a a ; ; e; a = a Mee fai a e “7 | 


INSTRUCTION CARDS OFFERED. 


The American-LaFrance-Foamite Corp., Elmira, N. Y., 
manufacturer of fire extinguishers, has prepared a 
new series of concise comprehensive instruction cards, 
explaining the operation and maintenance of four 
types of hand fire extinguishers. They are the foam, 
soda-acid, vaporizing liquid, and carbon dioxide types. 
The cards are to be mounted near the extinguishers. 
Clear illustrations accompany the text and show vari- 
ous steps to be taken in operating, and maintaining 
the extinguishers. Upon request to the company a 
number of cards will be sent free of charge. 


BELOW: 
THE EXECUTIVE'S DESK SET should have 


simple, modern lines as does this handsome 
set. Made of heavy guage Lucite and Plexi- 
glas, the pieces are all beveled and polished. 
This desk set contains a double pen set, a 25 
year calendar combined with an engagement 
pad, letter-tray, envelope opener, and a note- 
paper holder that has a compartment for 
business cards. On request, an executive's 


name is hand-fashioned on the double-pen set. 


The pen tops may be had in either Lucite or 
Plexiglas. Air-tight holders are drilled to take 
any standard pen, including a Parker 51-A. 
The center compartment which holds three 
packs of cigarettes, works on a cam, and when 
opened, automatically raises the cigarette 
packages. May be purchased without the 
pens. Presented by Scattergood of Holly- 
wood, 807 Brack Shops, 527 West 7th St., 
Los Angeles 14. 


OFFICE MANAGEMENT AND EQUIPMENT 


BELOW: 


ONE SIMPLE MOTION feeds, measures, cuts, moistens, 
and delivers the desired length of tape. This Supermatic 
brush-type automatic moistener boasts of automatic light- 
ning tape cut off, automatic moistening, with a long-wearing 
moistening brush, a repeat measuring device, with adjust- 
able guides for tape up to I'/2 inches, light-touch opera- 
ting handle, adjustable tension top guide plates, adjustable 
uniform moistening control, end-to-end tape moistening, re- 
silient suction-rubber feet, and automatic feed pressure. 
The Supermatic has a chrome-plated and baked-crackle 
finish. Distributed by Ralph Halpern, 100 Worth St., 
New York. 
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ABOVE: 


BINDS BY COMPRESSION. The Kovetiit 
fastener—a new product for the office—initt 
duced by the Speed Products Co., 37-18 Norm 
ern Blvd., Long Island City, New York. Om 
three simple steps are necessary to attach am 
lock this Koverlox compressor. One step 
locks and removes it. The engraving 
trates how it operates and the principle @ 
the mechanism. 


} —_ a Bg as a es A Oe ie oe a ee a a = 
_ 7 : 5 ’ Co ee 
a ae et 
= ' a 

ae 
= a g : 
i oe = + _ ib Be . ; g 
; Pim Yo} A 4 iS ek 
i = ; 
aes ey PIREREXTINGUBSHER Bre. : 
‘ee - —— : 
Bs adele : | ; oasis p gael . 4 : 
i Be fe ramite> | : ise 4 
i pe | yA < ——— 4 
ee : hs ee H So ee e 3 ; 
‘ j : a 
sie URE rg, retell ; ¥ 
; ie ' . > 2 H ahs ty . 
- \ a kin , = a 8 e# 3 
£9 - re see 3 is ms . ee Toa < ¢ =: 
iS . ao >. § he Pa ae sale ' 
oe ’ 2 = ol eas f q d 
ee BA <i. a Bey og - 
Be 49 > 3 ai idee: B ae . z ; 
5 ea | ——— a to Pe baa 7 aS (24 PO oceans 1 3 = 
ae me oo ek *. | ae ‘ : I Eo eT SS oe 
Be cl Shee Bete” s SS AE ARES Gee , : 
ee = 5 Ry Rs i ———— aes ae Pa Ass rata: Uy e va 
ar q 5 oe oe re ht i? iv ew fr ay es a se i ; - ’ a 
aa sa ae a EN See HE : i 
a Note ys Lm : See ae We * rs 
ee ea e ap OEE oe ee oy 
oe ae: Saale 3 
bata, Se . ¢ =e ee , ted 
at a | ae Pee ge Oe . ¢ 
4 - VALUASLE Peps £ sire < be ec ae 
ee a ee Paes ae. oe 4 
Be. aie Me Mn 8 : i 
+ Es i Sa : : 
: . a > iH ee - aco eee een 4 ———— - ee ‘ 
are ™ 
oh , | 
; , : 
a ji ie fi 
i 
= Sr ’ ’ 
7 i x 
Pony D, ® 40" 
Ce ° i * ; 
: be 1 eM. 
Be tS . *, if 
: a * 
me tee® oe : 
Bee ; 
ee q 
2 
fa 
2 . tx 
Bias t i 
- |“ 
‘i Fag Ee eaeeee ; - 
aa oa a 352554" 5 Of 
mitre £0 x ‘ 
ice KOVERUOXrasteaee | ‘ te ? 

ct re — a 

ee ass tio 

ae 3 ee ee re. Ce see 4S p on ee ~ s Lomas t E 
eo x ae. 2 Se Les ae ee ‘ ‘ w 
es ‘ae cn” [pe ag) a ' . 

ak 7 : re Ae oe oe ist gee “ ; 

— _— ee 7) oe f - j 
bo Zl ? , a site a ae. - 2 ; in 
eee) 1 ae nig es jj ag oe q 
, oe ae. f +.) ee! ee q 
pe mca ie . i mr. wy i te J 
Pg ie Testi, * "tae aa - a. as 

ER: 2 Be al je I A Eo ee 

Ripa. Bis... Oey ig ° 0: a 
‘gaia ee. im a en i 

f ce ine a ‘a i bat SS a 

oes ‘ a “ 5] 2 tae ie sy ae, ‘ee r & 

Bik: , =m 

A, ie rT i. ae t 
: oa ea - 2 —_ _ i 
Be ee ae . ae an . e 
es eh Shy | ae a a 
ay i : all 
.@ a a February, 15 
a il ‘ 
ote ae : a a: ee ol ee ‘i eee 4 Fi a er er iat a 
i“ * — aa > se a oo Bi a aS = eee ‘ee uae =f Ey 
gam — 2 os oa pore ay ae. i ; aes Se te ee raoe qe ae 
ye Et bal 4 a er’. ae” Saint “4 : om a ee. Ne eee : ai ee 
ce ion ae ..\ 3 emma es % en cites pe eed ‘ ae ae 35 


a ore a4 rae ae ee ere he ee Bd, te) ny, Se . itm 7? ee ate gail =a San a 
ro ae oo ‘a +k aoe 2 ae poh oi) Sf : eS mee oe rE 
ie Se ae (es a ans oa ge ae eee ae i ia iia a ’ 
Cee a oa pS tee ae page oc gee ee ey ; ae : : 
Sa. ae = “Sean Pee ee a age : Be cme 3 . : 
: wi : a ee ee Se. ee a ( Re ge 
ey oe , es a a a int Se See: ee sl : : ie. foe 4 a 
: = = a ae 7. i Ce se Bia (eee | ; ae ie 
ie A a Bes ae ‘eR: ae ae ge eed ee ame ee an a “i 
q : - = ae Dee a tage ae ee eo / , ae : 
Z _ a ae a i aks ae. fo a cee Co a ae 
2 ; joa ae i meee ee te ‘ ee 
’ 2 Bc ee an eer ; fe sak = ; 
; cae a Ls oe ee ee = ie ey a : 2 a ; EA Se ee 
et, s 5 a Sieg Pea ith; ie 3 i eee ae aay : i ee ea ak amen 
cist ey aay Sd Pa ae gua Pee ee Bee, eae ee J ah noe i : e * 1 
3 =a ; a . PP a ge ue oo ‘ Hes sige Baik ite 
a Tee ae a eee ee es i Ja ee i ee ee 1 as : 
: = Z ee ae oo eee ig < 
: a | Tee ae wee ja - ee ae AE elias : Bos a ae % 
“2 ne / fee 5 was oe rh age : : : 
: ia ee i er A ee : ae : iv - 
i a a i. eae es 8, ee ae es ae z as 
ee 2 pce = oak. = ae : < ae Se ii. 4 ae ig, ei: a aN a ae 
: Sei a i ee ere yee, & | eee? ° aie ee, ane ihe a te at <b 
a. a a ey art ie a ae ce oo ae aa, Tne eae ; 
- pee. i ee aS. Pl ee 8 ae ee 
— - aS. 2 er le va 
: Se . aa Se , er a ee ee eee a ee ree ’ 
eg a eiisde = Pon a oe ae ee ie g 
ci he ‘ies i eae e. ae ee 
a Tieie S| en weg 3 ia ae ea if aK a eee. ia sales Sie F ei ‘ ss Bae 
oe sk ; p oe ve we ee oe i. a An ee 
4 aaa ant a 3 iB eee, eS oan : "i on a ee Siege ke * ae , 
: ie es . ao i ahs 4 2 oe a Se a 4 i a h eae Le ca 
ag Wee i oe : ey eae ee Da Be sa asa Fi el a a 
P ahd, = a as ee a b eae Pe 6 
: : a ee ae Ee 3 ae es ae we po ee lee ae Om e 
an 5 ae ee poe ae ae i mee Ce 
i a os ee Pe Se ee Se ee MN ; : 2 
a Ea 7 a oe ch te ae Seyi i ' ce 
: : 3 ue a irs. ate Sa eee ee. oe ee ee a oe: a 4 i = 
—— a os : ss . fo Poe. ae as : : ee 
aie : 4 a ae ao ou ee a - rt ees : 7 ee ae 
; - i ae a 22. Se ae ane ; ae * ee yi a 
pa ia > eae A eR er ee eer . ee . 7" a 
pe —_ oo ee ge Bee ee es ae Cae ea ey a x “ ef 
: Cail ; ea, bo ee Ses ae ORs ae i . oi sa oy sy ee. : 
a, ' : a a, eee ee gs ins See a ee ae ‘oe = ome : 
7 one i a cf Baal Sa Pf. te eee —- me! a i ee 
“ae Bee a See a ale aoe an oe ce 
: \ i. — es So ee — ee a hues ia y 
; eee a te yy. eee ee ee a ek ae ee : e 
By el TE ae eee er i: ee ee ee gee 2a, meee ee = ee 
i a a i = a oe Es a fo Ree ce eee ae Bene. Sie eI Ree iodn aoe ie : 
4 ee F et é, oN ie - Ta See hs j eo Pee 
ie 4 “ a, oe 2 4 —— ip ib a Se Fe ae ieee a os \ a a 
E ol ‘ y es a oe eke <2. ee ee eee", ‘2 i i ee ee 
ay eh ae ee oo Mes ses a eo a, er Wee ae. ° a epee ae pon 
: : a es of ae as ea : i 7) es 3 aa 
: = a S ——, a a oe ir es ert) 
he _ ee a ari ‘ane a i Ue ne eb BS =), Migs 4 . ne tee 
e “3 pe: a. —— ve = enc i. en eas ena 3 a ig tet foe "Fa 
tec s sey &e tS Ee x a ne : P 5 : = 
i : — a i ie iat a ee ee & 
oie oh ae at) — e. - ee 4 ofS, : PS 
: i ae a 1 a a a a a ; ae ae 
ee i : . ie ; Ps ‘eae : Poe ee ‘ : 
ca _ eee: i a ee Ane oe 2 oe aoe 
a: .. pe mS \ z ee ja ie ao ne ee i 
; s i. oe oi 0 Pe eat a nT 
: : : ie arte rhe : eo : ae ng a wT ‘ eee 
Lae 2 os aS Bees Be, Pee 7 i on 34 Bee Ee ae Tega a 
ST og a. i oe ol ee ee ee : ae a 
ger: § : a a a, ys ie a ee oa ‘ : | ae | : el 
an ee Ne ae ae nS ee gee ers ae a she a 
: e ae \ ae Pe Seam ae | ee ae ee ee ‘ fel ae “ ae ‘ 
i : te ee i in 4 eer ee ee = ee a ae ‘¢ ae air 
ei. be: 2. eg a a ee ae et vo oe 7 7 se 
on ae es 2 eet = ee fae oer en i : Pree ae i a's ie. - = 
: vo ae a nes fee ie ae) ae zie ae eas ea if 2 ie 
oe a eo aes oy a a Geese oh as aoe ia ‘ < 4 ees = 
7 Pe ae ee es ie eee ee eee Wen. 
5 oe, aig) a eo ebe eae See ee ers Me 0 aa ye eee i 
: a ee Sa ees es Tee - ae ee ee hee : pe 
: . ae fees: ee 3 : ae ele: ae ; as 4 ae 
' ae aa a ea oe ee aoe eee ’ oe ; 
: ‘he 2 tle ane ee es ee a a bee TS a 2 ri : 
: a — ae 0 ee eee = we : ie: aoe eam Bie +f 
: —— a e Pigs he ae : es oo! re ei i ay 
Bi . a ae oe a 
; ee i oa a ne [ail ae ee | ah i ae 
ie : ao : te : veo Po es ieee i : 2 ee ag 
g te Seat : ae Stee. fe es re SAS ae a ie 
ec. og ae eet (ae ae - | aetege Rs i ie Eis % 
4 ges pier A a ee ae Ge em or ae ae cherie | : a 
5 2 2 a +: ee a ee a a ee Aes ae Ge 2 ee a 
> = ro : Ps. ae —— 0h. ; ti ae Was: : fan 
‘ et ey 1 ca Bei: 2 Reto ‘Bae eate 4 ‘ Wie pe ‘ she pote ait. 
B = Oe F ‘ae ER : a ae cs ee. ie oe ! ne ene Tey 
4 OF ae i a oe 2 aS ae ee Be ; So poe 
% 4 & A : — Sega eo ee 8 ‘air he : — ; 
2 fe og ec: ie a4 [ee eae Oe Boe. a es oe aes : are 
i a ie i ol eae oe ame a “ sas te ee Sines 
¥ oe a en sie. et PS Goa : ahs oa = Oe. ae Sige 
|—Ccd|L Pek = i tlle Pe —e 4 
: a ig : ag ee kn ae ee ae one a ¢ : op ea a ' At ee "y 
i ee . oe ob eh ie cat a ae a oe oe a : ops 
HA } Be sa tan . ae — fe ie a ae me. Ba 
# ae 7 ie es eee 2 ag Oars eee ys ha 2 
—- 5 a ee eee ks 2 a ~ ; a a 
: as eS i pie ts: a ee eee ee Be a : 
M oa. Be ee, Ve a: eee a =a hi? an i bygone 
' (ce \ i ee ee 7 wet sisg oo ie ee ee ; 
ae er Bs i Be ss Bie eee hi ee Lee oe erei ey = Loe i 5 ; 
; e a Eo gee ioe er al ones ey ae ee ie 2 
tim oe j a a i ST ee ee a. i a . . 
: le : = —— — CS ar acs 5 mee ee — 
cz : : : Pe ) a i i “og - ae te o i ay ie os; te 
: _ = ee ii eh i, a Fie ese ee a 
. a on as To get ee ae (a eee ae — ee 
2 Sai i re eee oot 5 tes cua + " re ae ee . : prc i 
a Ts ee ee i ee ee 
ee. ; a S. ue ie at CL a, Sea oe oe a. Mee ey: a. 
ee = eg hog Pe A Pe Pee ee * : 
: ; ‘ a Ss i i rn ae a 2 Pos eS a ues a 
; : - oo. oe ee oe oe 
i E “ es - Sains 1 a : a okt ia ae : Brie eae 
2 f i =a | a ‘ "ees ae = z a ae aie ; a 
ovetltt ee ; a a es w a : o. : 
. eae ry. a a aie : aad - ) te i a ‘i : eee 
—intte a ee a eer 5 oe ty AG fe: ee oe hand be * ; eos e 
ieee ae : . Je os > sea: a. oy ae ok Th ees ; iu ee 
North re aa i ee ee a i = ae - wane 
% ad a Se ee ae eee ie, eS a Sidi: ee oe. : ee ais 2 Ce 
ch and = ' a gs eo Re by ea : Ss ee eg Pee 
‘| f Pos at oe Ay ee Oe cc oe oe = : Wee 2 
; = a yaa ‘ es eae | Se eee age Se dae ea ae ea Pi le 
ep uF a : :. a : s o prs. ee ee ee ey Oe eo 
j illus € 3 Ba a ae if ke oo" s a eee: <a bce ene 
Ver yy rine tN eee a i 3 ca ei as ae Me é 
— ag ee On oo 
«eee = a ee ee ee . 3 a ae 
Pa ; a aia a: ee oe ‘See ce a 
Ee a : ee oy eel nae 4 ee - on ee om sae 3 
is ! ao ote oa a a Yi a ee eee ce "eae | : ie 
= ise _ Le ae : ee oe oe 4 4 . a ee 
fe mee 4 x ae: eee foe ee Jae os ut a ee : ee 
a a eer ts . i eee ee ee ; ae A ee a 
2 te ll, El ee | ee 
ae am) eae "Ble 0 A ee & 2 ee : ae + pee aS eee a Lg a a Ses ne: 
Fae ol —- Soe. ee 2, cee i he ee ees he oe ee eas ; ee 
a ee a pene : Aes Ro. Pi ae Pee i a ae ae oe 
eee a a hg a Te ars i ol eee, ae : Tee 
” Peres ney Bee ok ae A te cae aes ee Biel he a ees my 
gay ee : Bo - oor me ae - ot. %.. e a ce er , 
a a a ee nee oo as 
ie ie a a aap er ie oe ee : : er ere a “oe as 
ae = : a ope ee oo 3 ee ea a E ‘ et p : Do 
esate Bos a : 7 rer St eee oe olf e : oe Pai =a ; 
Sf sie alla ; a ey: ee ee ee pat a J eee PS i weal ae : : = 
Rae at .. : ete J ; eat Fe ieee : ee ae. a 


a eS 


Ab Ae ae a = Pee eee a ae 
i ee mre | tee ae. ee 0 Ethier it ee 
Mar a eee. eS 2 fo .” 3 a ; te Ce 
ae. . 7 . : — —_——- #«7«5+ 
es — fae 8 a ” a I foe 
ae cag Vea oe cai: ae i: ae, . joe eee se) 
ea iar in eee a eras t pea - Oe Eee si 
2 eee a 3 ae a ee a ‘ aa : pe 3 *e iva 
7 + fe. we oS Sy Ste Ra a * i i sae 5) i ; 
oe aa. eA oa eos: a me ae 
me = re 3 ee Po ihaes ye Re oe ; bk ee hae 
oe = a ag Devers =e no RR a ae ee Bo cae : 
Ate ae = oe 44s Eior i r ean a.’ fon ae Seen, B 
— eg ee as ean ae: pe ee poe ae fn aoe as 
2 a a ee bey ee i glen ® ae ee ae a 
pid ee nae = ey ey, as = ee a =lemaeet co. ee. “> Eas 
cs ae : : eet : A Serene oer a ee 
= = oe Er 5 i “a a 2 Reet eee > ee St a 
as NaS z % z = erie a = *: oa ae a ip a a ae, ee 
_ oo F 5 Ts E a : is =~. eg eee ee Scone : oa 
‘ & ’ oe, 2 & pea! pete tot ene ket af i 
eae itl a ae =e — 4 ae al ete, ‘yee eee ee 
ae A ae ie beard aoe 4 e ply Wig a Beals i ae a 
PE a as - ee Re i — ee 
; ar = oe pe ee PS ee oe : 
eee a a aga a ig i ia ce eee ae an 2s 
: ' eee: oa Dare ee = nar =e eee, Oe .. 
gee = é a ae Pei te a ar ee oo ie > ae a = 
See he eid aa - i oe aan Bea Bae i eee Bee er i 
| ee is ee oe: ho aa ae ot ba, : 
a a a a 3 ‘ aa: oe a : 
poe ‘ee oe ae 4 Be og ae i. eae: A: 
ce oe Peek z 0 as Be. ae Fs > pt 
 s es ey - he ae ao ieee : bet ae 3 ‘Sa <4 ° } 
ee cae mes = re ees ee a a ig 
Bo ee: eee = a, ea ees SS nn oe a 
a ee Sa og See ee a a ee: ee ee 
es os oa a ee aang y -. = Be an ge 
ties: a ee oe, oa f =e ; : 4 rat ee Ue —_ 
a <u lai ee. ~ 2a r eee.” — = a 
es As e- ea es: ve es da “eee, ee y 7 = { ee eet 
wae. Bsr Be 4 a eee a age ou me, aha ' 
E ath eae si aes es : baie mien: i Sea = Se, a eo 
3 nL ae fe ee 3 -) ae Se ‘ a a a A OS om aa 
i ei aS <a : i. a be : 4 oe -_ po a ¢ Nok oa 
= oe i Cie ie Dy : pet ae pie, . > ‘a a hy es 
ie ek: = We ie he ae a: = - ae “a = ae. a 
oe — «== ee ae | | a oe ig Boe Bi eee 
ee a y ae Sc a ge ah ee ea ae 2 ay 
po -— ee a a ae = ee | 
= = ae a se Ee ee ~~. i... 3 
eae Pe, Bt) yi: ees ; a ee WO aoa ee 
ae a a eo ae oe Be ae a ad a 5: ae i ee) 
a ne e. ; eee iS ete a oS Bey. 2 ae ae 
8 7. i [a ee pe ae — = ee ee het 
coon 7 oe g So a 4 "ee = ae ee one. 
ee i ie pe ete . oe ae Br Aah E 5 = —— ee oe hn ee ee pis 
oe : ae m0 si oe fee es v4 ie aes a: a ie Pye 
8 : : ce 7 Ae belo ae ap r , |e a ie ee 8 
ee. J + sis a ahs Bes kale as i oe ae. re 
ees « - a -. ieee Ha a. eee 25 Ber i. Sees ae ee ene Don a 
PA cy Ch | sa eles Mes a en, f A wine es Be We rt | er a aan eae pe Be 
a. *§ ao. ae oe = oo a | 4 ; 2 
a 7 oi ae. 2 ie. Pe oe ee es 1 a ee ae eae 
ae * hae a. = ae eae oa a i ae ie Be 
BL es Y 4 aN 6) ee a i Ai e . Ao s : hapay me im om 7 . aS ib 3 ‘a be 4" 
a ee ee, al > ie - = ee a ae 
be .- oe 4 (on aaa e 4 . soe a i. 
cs. a Se — oe se aeeat, e Jaa er ee ae ON 
i ae Ce cae a oy — Seles ee 
Pree ; a a. ee ae a. EASY oe a ' id —_. 
a Oe oe . ee, : : i eer re ae, 
ae eae se Riki - oo St Soe fee ei : =. 3 ‘ 
ae — ao ee ee ee ae : eee ee gfe A od 
ae ie eee), is A : a ee i j : ; Pan “S ag a ae. 
baa Pa een ee: Aare es "ee ¥ : fai see Bi: : 2 dil co 
‘i — en. OF 8 oe 3 ? i a ar r eer v pe Perks aol a ae 
‘ae = an ee. in ae Re ae. ae oe 
a Cs io e:: cea pees ame: Re ee ees dae 
aes. - = a ee fe ee Week ee apa m a Bic 
Been! 24 eS a i aes a eo et Ri. ee Aaa: | aa a 
< + a Cl Be oy - eS i Lee _ oo 
ae Bi AD)  - 2: Sh yy ee or boys ii aap ae ee an 
a ey ae — aaa - jis ees ae: ee ee a 
2 Y et. as eet ; oe ee poe Fe eo ee f 
<a 3 ear as et a a Wee. een : Be eee a ee, 2 " #3. 
x a ae am ee eee Bee ie a i x Mi 
Smelt Lo ee ‘ss = x. mae ‘ a f Bee an as a. “ae 
er @ ee, a _ eee: : E> ea ok po Ss PEF —— ; wee ] 
“ahaa - anes ay & a fas Be Wig oa =f age ee that 
ce a ia mi oo et ae : fh Ae eBoy pe 
Pavae a oe on oo a i eS 3 Otel a: ; iO = eee 2 a 
a 4 ae ee a . -* 2 ee ore eee Ee. ee a usual 
er ees i ey 7 eae ee a Se eo ae 
Ee Bose ie Seu ‘ a ae a —a 0 eS cae i, Often 
ae < aoe <a a, ae | 2 one a oe 
a a ae ae as oa a Be: te eel le ie ” 
? aa _— fe ie . TRS 
oan Oe oy “ie a lee oS. ay als ae 
a ( ee. oes - r ; a e : = ae. oe oe ae and < 
a) en ae a . oe ie a eas i ate iatiel i ae a ion a a “aA 
Be oat a a. ae : vey , i ae. eat ; a See 
= oe oo, Boo = 2S Z . a eee E «in r - ca nr 
- re a “ ees ane ». i mee ee ee a" 3 long 
a Ms a : fe . : Repeal : Soa oo PS aot “4 ° 
oe ; sd et ss nage oa a 7 ie Bs he gg ee wise 
oer ea a. § Fs a ie ea sok o Tate y eis) ee St fri. aa 
ae — 2 a a . ae Vly ee nt eS : en at th 
Ee ey cettae to is re : ar eed e545 pee Sc ae ; 
ae  S) as ——_ OS ae: a ae ae ea 
re i ra a: 3 - : ie ate ae a a Se a See Innoc 
es. ae rs ee. ae = he) ae aaa +2 ae “a oe ae d 
a ee at Bae eats aa i ‘ = a LS ae if goo 
aa — eae — ee é is gon ere: eer 
—_——s 6 — So oo—_ at. ask. 
itt x o ee : os rane a ae : ; : eo oe ern hs 
re: i: er Se ae be. a E a a. may 
oe or permet ii vee Cte es eo ee a ee, ae. I 
Pe teri; mae ay ee ee, . haa ie ie Et Pe a * re: : a seve’ n 
a ae oe _ a! ae? 8 a a > a oe F 
oe a ‘i —: ‘ SS ae oa F ae) ae * a ~~ ee ee og lon 
<- aoe . pe |. = een tree : a . oa a me i into 
—— —. ae a eee . [aes a 9 rea n 
= 7 os — : = a i 
ee a rae. Se ae ae. a ie ee ee ee rag Only | that: 
Dery ee io ie aia! ee peace ais = : é, & : oa Ee ina Beas! —,, . ae 
a ne ere q Gee = = ee oe ae ne ape and 
jena < ae eae r iWin eM ag rs om ae ste Ae 5oF | 
Bie ae Ac, ae ea » B ass: See es oN BS aes a ee he n- . 
fee EB a ee E iy aa i a = Da Sat ee o Mepe ee tee “ 
ees —: an vi) 1 SS ae S be a ilu } curt 
ae SS ~ up a eS eee eats ; po eae e . ed of 
oe = BR een, - 2 «Ae eae ge Sea — tee: nc nie) P e or W 
ee he ina ce a cea ie ee ee Mi a aan meee 3h a ; 
Pa : - pete a f teagan ae Ce a cl: te coe vee a ae ; . 
; Bc Ser, ao Ss ts as Bisex : ie es ay ¥ = a Et tee were 
se - —_ ea re ee e = ae — . a ey Bo 2. 
oo oe Be - home aia : e age | Ber oo A yee 
Pe. no <oe ; nee as : x bi — ‘sae seat ae 
er = it aoc An a Be . 3 ee - es Mg , 
——- =. Sn a ae eer. ie a: ye agai? oe pe a: : # a 94 que} 
ae i an a a cert ae ‘ a ae AS 
BS a oa ~ Fee ag a ee. oe  - ae i 
Saeed . 28 ae a Ss ee ae et. aS eae 5 : ia a —_ 
ee _ ae is - am £ x a Pee ee ae a a 
ope 2 em a a = ee ee a » Be — 3 a 
gad a Eby 4 2, = 7. oe ae — oo 
: le | ae a a a, a i: sted 
care E ae 4 —:. ane ee cae aa ae > 
oC ; = = a . ae 4 cae) ey 


Get people to dictate as naturally as they talk 


New Trend in Correspondence— 
Streamline, Humanize, Dramatize 


By Richard H. Morris 


of R. H. Morris Associates, Correspondence Consultants, New York 


*% MOST office managers take a vital interest in 
that large part of their company correspondence 
usually written under their direct supervision. 
Often, they even sign these so-called ‘“‘routine let- 
ters” replying to inquiries, requests, adjustments 
and complaints, without which no concern could 
long remain in business. Yet, many of these other- 
wise alert office supervisors would be surprised 
at the damaging effect many of these seemingly 
innocent letters are having on their company’s 
good will and prestige. But how? you probably 
ask. Well, here are some down-to-earth facts that 
may apply to your own departmental letters. 

In analyzing the correspondence of many of the 
country’s leading organizations, and the public’s 
reaction to the letters they write, we have found 
that : 

1. A high percentage were so stereotyped and 
curt they offended good customers and prospects, 
or were so long, involved and repetitious that they 
were difficult and confusing to read. 

2. 85% of all letters are filled with superfluous 
and antiquated words and phrases. As a conse- 
quence, the average is from 20% to 60% longer 


- 
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than necessary to accomplish its purpose effec- 
tively but graciously. 

3. Between 10% to 14% of the letters written 
in most offices would be unnecessary, had the 
writers been clear and explicit in their first 
attempt, or had their original letters contained 
the proper sales appeal to bring replies without 
being followed up. 

4. Too many seemingly unimportant letters are 
handled by inexperienced correspondents without 
proper supervision. This faulty practice seems 
largely due to the failure of management to ap- 
preciate the important role good letters can play 
in their business, and the general belief that 
almost anyone who can speak good English can 
write passable letters. 

Of course, this needless carelessness places an 
added burden on the members of a sales force, 
who are often obliged to use lucrative selling time 
to placate irritated customers, to say nothing of 
how it offsets the large sums being spent in build- 
ing good public relations. Consider, too, how these 
old-fashioned habits may be running up your own 
office expense. For, when you realize that the 
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average letter costs between 60 to 70 cents to 
produce, then multiply that by the number going 
out every day, you can quickly see why it is dan- 
gerous to look upon your daily correspondence as 
an inexpensive “routine” operation that most any 
typist can handle. 

But why do so many poorly written, rubber- 
stamp letters get into the mails? And what can 
be done to correct this unsound practice that is 
costing American business millions of dollars each 
year in high office overheads, lost sales ‘and future 
profits? 


Put in some life! 


Well, the first step you can take is to pump some 
new life into those routine letters of yours. Start 
a drive to get your people to dictate as they would 
talk, naturally and to the point. For example, 
haven’t you had some incoming and outgoing let- 
ters pass across your desk that sounded about as 
deadly as this: 


“We beg to advise you, and wish to state 

That yours has arrived of recent date. 

We have it before us, its contents noted; 
Herewitn enclosed are the prices quoted. 
Attached you will find, as per your request, 
The sample you wanted; and we would suggest 
Regarding the matter and due to the fact 
That up to this moment your order we've lacked, 
We hope you will not delay it unduly, 

And we beg to remain, yours very truly.” 


Undoubtedly, a great deal of this horse-and- 
buggy verbiage is inherited, since most new office 
workers are given the files of their predecessors 
to study when they start dictating on their own. 
But no letter, no matter how routine, can sound 
human, sincere and convincing when it is written 
in the language of our ancestors. Here is a typical 
example: 


“You will find enclosed herewith executed copy of Sales 
and Servicing Contract in connection with the FHA mort- 
gage held by the above-mentioned company and serviced 
by you. Will you kindly note your records accordingly and 
arrange to show our Joan number on all your future collec- 
tion reports when making remittances to this office in accord- 
ance with our agreement?” 
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The writer of this bound-up letter took 59 
words for his message. How much clearer and 
smoother it would have been had it read some 
thing like this, in 29 words, a saving of 50%: 


“Enclosed is the signed copy of Sales and Servicing Agree- 
ment for FHA mortgage No. 00. 
“To avoid possible mistakes, please show our loan numbers 
on all future collection reports. 
“Thank you,” 


Another bad habit you should strive to correct 
is the widespread practice of cramming the entire | 
message into one paragraph without proper punc- 
tuation, particularly when it is a short, routine 
note like the above example. This common ten- 
dency usually results in a letter that is not only 
confusing to read, but one that invariably has a 
brusque, discourteous tone. 


Break ‘em up 


Break such letters up into a definite beginning, 
body, and close. Get your correspondents to start 
their letters with a pertinent, interesting opening, 
instead of such worn-out phrases as “We are in 
receipt of” or “This is to advise you.” Then have 
them state the purpose of their letters in as few 
concise paragraphs as possible, without omitting 
any necessary details or seeming to be abrupt. 
And have each letter close with some appropriate 
remark that will leave the reader with a friendly 
feeling toward your company. 

Impress on your staff that a letter is but a sub- 
stitute for a conversation. Sell them on using the 
same common sense, tact, and courtesy in their 
correspondence as they would in a face-to-face 
conversation with your customers and prospects. 
Do a thorough job of this, and you won’t have any 
discourteous letters going out like this one: 


“Your order of left our warehouse on 
Our salesmen are instructed to tell customers delivery 
will be made within six weeks if possible. Due to con- 
ditions beyond our control we cannot guarantee de- 
livery on a certain date. We feel we have treated you 
satisfactorily concerning this matter.” 


(Turn to page 72) 
February, 1946 
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Miss Barrows demonstrates how she avoids eyestrain and fatigue through correct posture 
in transcribing 


ls There Too Much Leeway 
In Secretarial Procedure ? 


By Cheney Archer 


* WHEN a stenographer or:a secretary fulfills 
the various routine requirements for getting a job 
in an office, the tendency is to assume that she is 
acquainted with the general procedure of steno- 
graphic and secretarial work. If she turns out 
an average number of letters per day with no 
more than the average number of mistakes, and if 
she is reasonably alert in whatever other duties 
devolve upon her, it is assumed that she knows all 
the principles of her line of work and that such 
further improvement as she may acquire will 
come from practice. 

In the schools teaching stenography, typing, 
and secretarial work, emphasis is laid on the fact 
that in this work as in everything else there is a 
right and a wrong way of dong things. Once out 
of school, however, and away from the discipline 
which the school imposes, girls naturally revert 
to a degree of individuality which they could not 
have in school. In many instances this means 
nothing more than that the girl adapts the general 
rules she has learned to her own individual tem- 
Perament or physique or mental outlook, but in 
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many cases it represents a return to or the de- 
velopment of bad habits which if continued will 
definitely lessen the girl’s value to herself and to 
her employers. 

In large office organizations which have a su- 
pervisor for the stenographic department these 
faults of technique tend to be eliminated by alert 
supervision. 

Much can be done by individual correction and 
suggestion. However, in this picture-minded age 
pictures impress lessons far more strongly than 
words do, and the provision of visual aid for im- 
parting on-the-job techniques and procedures is 
the purpose of a slide film prepared by Gregg Pub- 
lishing Co., New York. The film, “Taking Dicta- 
tion and Transcribing,” first of a new visual aid 
series, is a ten-minute 35 mm. sound-slide film with 
accompanying descriptive recording. Featured 
in it are more than fifty graphic illustrations of 
significant episodes in the business day of a suc- 
cessful secretary. 

Dramatically staged episodes show the heroine, 
Ruth Barrows, winning the approval of her dif- 
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ficult boss, Mr. Hobbs, through application of the 
most approved methods of handling the secretarial 
job. Every point of procedure is illustrated— 
prompt appearance in the boss’s office in response 
to his call, ready with all the materials for taking 
dictation; proper handling of writing tools; care 
of the notebook ; the method she uses to get a fast- 
talking boss to reduce his speed ; how she indicates 
changes in dictation, items that are to be rushed, 
and material which is to get special treatment; 
how she uses the pauses in the dictation to read 
her notes and ready them for transcription; how 
she arranges materials in her desk; the proper 
handling of carbon paper ; the correct posture for 
sitting to avoid eye-strain and fatigue; how she 
proofreads transcribed material, arranges and 
presents letters for signature, checks on enclo- 
sures, and reminds her boss of items to follow up. 

All the good points of procedure are collected 
and presented visually in an interesting and log- 
ical sequence from which not only the beginners 
but girls out of school serveral years can pick up 
many a helpful pointer. 


Worse to Be Tardy Than Absent? 


% OFFICE managers of the Chicago metropoli- 
tan area consider the problem of tardiness more 
annoying than the problem of absenteeism, and 
find that the tendency to tardiness results in a 


total loss even exceeding absenteeism. This con- 


sensus of opinion is a conclusion arrived at at a 
recent survey in the Chicago area, covering office 
employees only, conducted by the Office Manage- 
ment Association of Chicago. 

It is the effect of the tardiness of one individual 
on the work of others who are on time that is 
important in the eyes of the office managers, and 
from the employee’s standpoint, tardiness almost 
generally results in a lowered opinion of the work- 
er by the management. The apparent unimpor- 
tance of tardiness to an individual tends to result 
in tardiness by many persons. 

The special survey concerned the use by com- 
panies of rewards for punctuality and penalties 
for tardiness. The results indicate that rather 
than using deterrent devices on the entire staff, 
individual attention is paid to offenders. Simi- 
larly, individual results, such as promotion, are 
used as rewards to punctual persons rather than 
any general reward for an entire staff. 

Of the companies surveyed, about half the com- 
panies use time clocks and the other half hand- 
posted records. Ninety percent of the companies 
do not require employees to sign a time book when 
tardy, or to sign individual tardy slips. No verbal 
explanation is required in 90 percent of the com- 
panies. Of the 53 companies reporting on the 
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question “Do you have a tolerance of time before 
an employee is considered tardy?” 23 companies 
have tolerances, varying from 3 minutes up to 
19 minutes, and 30 companies allow no tolerance. 

Of the companies answering the question, “Do 
you make deductions from checks for tardiness?”, 
85 percent of the companies said “No.” Concern. 
ing the matter of rewards for punctuality, 55 of 
the 57 companies reported in the negative. None 
of the 57 companies grant time off for punctuality. 
However, 52 of the 57 companies post a list of em. 
ployees who were punctual for the month. 

“A conclusion might be reached that companies 
in general do not take as many steps as might 
be taken, both in individual handling and with 
factors covering the entire staff, to reduce the 
tardiness which all the companies seem to feel is 
so detrimental,” says the Office Management Asso- 
ciation of Chicago. “Similarly, while all compa- 
nies desire punctuality, the vast majority seem to 
take no practical steps to achieve it.” 


It Was the Electro-Cell 

In the news story on page 42 of January Orrice MANace- 
MENT AND EquipMENT regarding the electrically equipped of- | 
fices of American Sporting Goods Co., St. Louis, the air filter 
device in the structure was erroneously described as a West- 
inghouse Precipitron. 

Electro-Cell, one of the latest types of electronic air filters, 
with removable collector plates for ease of maintenance and 
cleaning, services the entire American Sporting Goods Co. 
building. Electro-Cell is a product of American Air Filter 
Co., Inc., Louisville, Ky. 


New York's Work-Study Plan 

(From page 38) 
vocational adjustment and a training that enables 
them to understand their jobs and to further de- 
velop so that they may become self-sufficient 
members of the community. 

Certain aspects of the problem of youth and 
work have changed in the past few months. The 
necessity for absorbing millions of returning vet- 
erans into our economic structure is upon us. 

Thus it becomes increasingly important to see 
to it that our pupils remain in the school for a 
longer period of time than they have during the 
war emergency. But it is also a very great re- 
sponsibility for our school systems to provide su- 
pervised work-experience for young people who 
temporarily or economically must find employ- 
ment. To deny work to all youth would bring with 
it the maladjustments which result from physical 
and mental maturity without economic self-suff- 
ciency. 

Thus it would seem that cooperative and ap- 
prentice education which provide for so many 
phases of development for our young people ought 
to be extended to more pupils and to more areas 
of occupation. 
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Look 
Ahead 


to 


1970! 


Af if 
Let Radar find that [ nt 
missing letter! 


Ky twing Gailoway, N. Y. 


| % FILE clerks, take heart! There will be won- 


derful products for you in the world of 1970— 
products too good to be true; and we mean that. 
In 1970, filing departments will be equipped with 
just one aim—the comfort and ease of the file 
clerk. Do you ask us to prove it? Wedo. Listen. 

In 1970 you will not have to answer a buzzer or 
a telephone. When the boss wants a letter, the 
pure, invigorating air of the file department will 
resound softly with lively chimes. Then a dulcet 
voice (automatic tone control, no matter how cross 
he is) will tell you what letter is required. You 
will go to an indicator on the wall, press the but- 
ton for the proper classification, and the file 
drawer containing the letter will glow with in- 
candescent light—colored if you wish to match 
the folders( no stopping to read drawer labels). 
Removing the letter from the transparent folder 
with luminous tab, you will place it face down on 
a metal plate near the indicator aforesaid. In- 
stantly it will appear in all its beauty on a tele- 
vision screen on the boss’s desk, there to remain 
until he switches it off. (If he forgets, you will 
press another button and he will receive a prick 
in the arm.) 

Lost folders will have no terrors in 1970. The 
miraculous locating device of the war—Radar— 
will find them. You will set up on a small key- 
board the identifying marks; number or subject 
or what have you. Turn on Radar and immedi- 
ately you will hear a whistle from the point of con- 
cealment. (Imagine the boss who said he never 
saw the folder—why should he?—when a piercing 
whistle emerges from the depths of a desk 


drawer.) The Radar will tell you where the 
whistle is coming from, by a simple identification 
of wave length. 

Transfer time will hold no terrors. Microfilm- 
ing will be in common use and with the office 
X-ray attachment (every file clerk a technician) it 
will be a simple matter to put all the records on 
microfilm without even removing them from the 
file drawers. Put the film in the safe and have 
the porter remove the files. Here you have a 
permanent solution of the age-old problem of the 
retention and destruction of records. 

Electric sorters will be a matter of course. 
Photo-electric cells will do the work for you while 
you are at lunch, or even after you have left for 
the day. Just put the day’s collection in the sorter, 
turn the switch, and in the morning everything 
will be ready for the magnetic filer, the wall in- 
dicator already mentioned (operates on the “put 
and take” principle). It will be adjusted to your 
own Office set-up, “keyed to your special needs,” 
just like the old combination of name folders sold 
by equipment houses. 

When will all this equipment be on the market? 
Oh, sometime! But we give you this bright vision 
to carry you over the dark interval. Remember 
the words of the poet: 

“7 dipt into the future, far as human eye 
could see; 

Saw the vision of the world, and all the 
wonder that would be.” 

Wasn’t Tennyson wonderful! He should have 
been a file clerk.—From “The Filing Bullctin” of 
Chicago Filing Association. 
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... And so are you, Mr. Employer, when by your wisdom and 
with the air-flow com- 


far-sightedness you provide your employ 
fort of CRAMER POSTURE CHAIRS. 
Your dividends on CRAMER POSTURE CHAIRS come from 


these undisputed ad ges: More work —and better work from 


the persons in your employ. Less fatigue — fewer mistakes — 
brighter, cheerier dispositions .. . because the occupants of 
CRAMER POSTURE CHAIRS just naturally have a greater zest 
for their jobs. For something new in seating comfort, see the 
CRAMER dealer in your city. 


— a a see aaa ae a= <q 
Here is a preview of our next national advertising release to appear soon 
in several leading publications. The chair model illustrated is No. 2251. 
Four other stenographic models and three Hi-chair models are now avail- 
able. Since the quantity is limited, it is urgent that you order at once. 


Weteh announcements during 1946 — there will be new models... 
—— the chairs you've been asking for! 


A few valuable territories are still open for alert dealers. 


' 
i 
s 


_ 
CHAIR COMPANY 


1205 CHARLOTTE STREET * KANSAS CITY 6, MO. 


CREATORS OF AIR FLOW COMFORT IN EXECUTIVE, 
SECRETARIAL, GENERAL OFFICE & FACTORY CHAIRS 
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Dressing Up the Desk 


% THE average American business man _ lives 
longer with his desk than he does with his wife. 

That statement has a double meaning. 

A business executive works at his desk eight 
hours a day, more or less. That’s a lot more 
time than he spends with his wife. 

Many business executives stick to the same old 
desk year after year, content to grow old graceful. 
ly with their desks. But not infrequently they 
change wives. Sociologists tell us that one out of 
five marriages now ends in divorce. Those figures 
are for the entire population, and presumably 
they apply to business men. 

There’s an old saying that “men are married 
to their desks.” Members of the Wood Office 
Furniture Institute have worried long over that 
rapport relationship. If a man is happily wedded 
to his desk, then he does not wish to divorce it. 
That means less business, less turnover in desks, 


New Grounds For Divorce 


Looking at what the automobile makers have | 


done in merchandising style so that a man in 
peace-time believes his car is obsolete after one 
or two years of service, the wood desk manufac- 
turers have decided to introduce some “sex ap- 
peal” into their merchandise. They hope to get 
business men into a frame of mind where there 
will be mass divorcement of executives and desks. 
The Institute has had several committees working 
upon the problem, and they have come up with 
many novel features which they hope will speed 
up turnover in desks, chairs, and other wood office 
equipment. 

Perhaps mindful of the old saying of Anita 
Loos that “men prefer blondes,” the Institute 


committees have introduced a whole new array of 


tones and finishes to dazzle the eyes of American 
executives. Finishes have been standardized so 
that two or three desks in a grouping will har- 


monize and “look alike.” 
1 


< 


t 


Less Legs, More "Sex Appeal" 


Besides dressing up the desks with more pleas- 
ing standardized color tones, the members of the 
Wood Office Furniture Institute have redesigned 
their desks so as to give “body appeal” to their 
products. One of the outstanding features in the 
postwar wood desks now being featured is the 
absence of legs. While legs are important to the 
charm of women, desks have more appeal without 
such lower limbs. Desks used to have eight legs, 
like spiders, but in the new postwar designs the 
legs are gone and the desks rest on runners, one 
on either side under the tier of drawers, called 
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Permanent 


FIRST IN OFFICE USE! 


LASTS AS LONG AS THE PAPER ITSELF! 
ALWAYS POURS WITHOUT SPLASH OR 


SPATTER! 


Permanent SKRIP is the office 
writing fluid without an equal. 
Exclusive Flow Control pour out 
eliminates danger of spillage — en- 
courages everyone to "help him- 
self"—save time. Secret SKRIP 
formula assures bright legibility for 
the life of the paper. And SKRIP is 
pure — no acids — no sediment — 
needs no solvents to prevent gum- 
ming and clogging. 


Try an economy size bottle of 
permanent SKRIP — You'll find it 
flows faster—dries quicker—makes 
all pens write better—gets more 
work done—BETTER! 


W. A. SHEAFFER PEN CO. 
Ford Madison, lowa 
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is what makes 


GENERALS 


CARBO-WELD PENCILS 


Always the outstanding 
economical pencil buy. 


SEMI-HEX Office Pencil 
SEMI-HEX Thin Colored Insoluble 
KIMBERLY Drawing Pencil 
KIMBERLY Thin Colored Indelible 
KIMBERLY Hectograph Multi-Copy 
WET PROOF Outdoor Pencil 


a — 


General Pencil Company 


67-73 FLEET STREET (OC) 


TRADE 


JERSEY CITY 6, N.J. 


MARK 


| foot action will make a big hit with executives, 


| These new chairs will tend to prevent “stenogra- 
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the pedestal. Banishment of legs not only ip. 
proves the appearance of the desks, but it adds ty 
comfort of the desk workers. There is more fog 
room. An executive can swivel around in hj 
chair and let his feet dangle straight out on th 
floor without getting caught on the desk leg: 
The office furniture makers believe that this free. 


To Combat “Stenographers” Spread 


Stenographers haven’t forgotten in the postwar 
planning of the desk people. The up-to-date post. 
war stenographer will have the typewriter dis. 
appear in the side of the desk, leaving the desk 
top streamlined for her work. The typewriter 
platform will be adjustable, so that tall girls, or 
short girls, will be comfortable in their work and 
won’t be looking around for another job. Chairs 
are being improved not only for appearance, but 
also to provide better posture, greater comfort. 


phers’ spread.” 
Many other’ functional innovations are 


promised. The drawers will have a new type of 
rolling device, so that even a frail, thin gir] will 
be able to open a desk drawer without exhaustion. 


Avoid 4 O'Clock Fatigue 


So the wood office furniture people are setting 
out to sow discontent with the old-style desks and 
chairs in the hope that office workers will want to 


| modernize their surroundings and retire the desks 


and chairs before they are covered with the patina 
of antiques. 

Following the modern pattern of advertising, 
perhaps the office furniture group may adopt 
slogans like, “Remove the 30-year wrinkles in 
your office,” or “Don’t swivel in an old-fashioned 


| chair,” or “Avoid four o’clock fatigue with the 
new, comfy desks and chairs,” or “You can’t bump. 


your corns on our legless desks.” 


New Dating Scheme 


With new colors, new styles and important 
functional innovations the members of the Wood 
Office Furniture Institute move into the post-war 
era. Under the impact of this new merchandising 
an executive will probably be dated, they main- 
tain. He will be either “pre-war” or “post-war.” 
If he continues to remain “married” to the old 
style desks and chairs, he will be dated as a “pre- 
war” executive. 

But if he moves along with the tempo of the 
times, streamlines the offices with furniture of 
new design, he will be hailed as an executive of 
the post-war school of thinking—at least that is 
what the members of the Wood Office Furniture 
Institute predict will take place. 
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Yes, here’s the news that wise and discerning 
buyers all over the world have waited for! 
G/W Steel filing cabinets . . . engineered for 


feather-touch operation . . . precision-built 
for fine looks and lasting dependable service 
... are now increasingly available. The truly 
fine cabinets in the fine equipment field. 


lobe - Wernicke 


FILING EQUIPMENT AND SYSTEMS | ” 


pened 


PRECISION r LF c 
-BU/LT 
Ae Back Againf 


Again they uphold the famed G/W leader- 
ship. See them at your G/W dealer who now 
has increasing quantities. Or write The 
Globe-Wernicke Co., “FIND-I-TIS“ BOOK FREE! 
Norwood, Cincinnati 
12, Ohio. 


Shows how easy 
filing and finding 
can be. Ask your 
G/W dealer, or 
write Globe- 
Wernicke. 


Visible Record Sy 


Office Furniture 
Bookcases 
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‘Round, Busy People 
need these 


All Year 


Think of it! A record book that enables you to keep all kinds of 
records day-by-day, month-by-month for six consecutive years. Pages 
for recording taxes, payroll, sales, automobile, truck and tractor costs, 
as well as plenty of untitled pages for individual 
records. And here’s an added plus — useful reference tables — the 
kind every individual or business needs at some time for quick 
reference in figuring unusual problems in a jiffy. Everyone can use 
. salesmen, retail stores, small businesses, 
. . everyone. Strongly stitched and case- 


insurance, etc., 


the Compare-A-Day . 
farmers, lawyers, doctors . 
bound in dark green cloth cover, stamped in gold. $2.50 retail. 


For duplicate mailings and letter file indexing. Gummed, perforated, 
letter-size sheets are easier to fill in on the typewriter. With one 
operation it is possible to do addressing for two, three or four 
different mailings. Thirty-three 214” x 1” labels to a sheet, twenty- 
five sheets to a package, total 825 labels. Available in 5 colors. 50¢. 


J, ? Alphabet & Figure Books 


ae \ 


‘Seles Depf., 


WDM be wehaian A Bains. hy 


For dozens of uses in office, school, stock 
room and factory. A quick, economical 
way for stores to make special signs or 
price and point value cards. In two sizes 
of letters and figures. Alphabet Books — 
75¢ per book. Figure Books — 50¢ 


7 SPECIALTY PRINTING co.” 
- $tationery © Di¥. ro 
/ 11 We42d St., New York 18, NOY. 


_ Library. She heads the A.L.A.’s Committee on Relation 
“with’Business Groups, and is also chairman of the Com. 
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Building A Business Library 

Library Service to Business, Its Place in the Small City, 
by Marian C. Manley, has been published by the America, | 
Library Association, 520 North Michigan Ave., Chicago y 

The 80-page book tells how to initiate or improve library 
service and give pointers on the selection and use of 
formation, location, organization, and staffing. The boo 
costs $1.25. There is a 20-page annotated bibliography 
called Building A Business Library Collection, intended 4 
a purchasing guide for the small library. 

The author is librarian of the Newark, N. J., Busines 


mittee for Library Service of the C.E.D. 


Boston Branch Moves 

John J. Galvin, manager of the Boston branch of the Com- 
mercial Controls Corp., has announced the removal of his 
office to new and larger quarters at 58 High St., Boston 10. 
Mr. Galvin, a native of Boston, has represented the com- 
pany in the eastern New England area for the last six years. 


John J. Galvin 


Commercial Controls Corp., Rochester 2, New York, pro- 
duces metered mail systems, letter openers, envelope sealers, 
mailroom scales, stamp affixers, and sorting equipment for 
mailrooms; Ticketograph pay and production control systems 
and Endorsograph check endorsing machines. 


Sales Training School 


The first of the postwar series of Sales Training Schools 
given by the Commercial Controls Corp., Rochester, N. Y. 
has-proved very successful. Established by the company in 
1941, these schools train the salesman in every machine 
and system offered by the company, teach them sales psy- 
chology, and give them information about other products 
used in conjunction with Commercial Control machines. 


Under the direction of H. F. Hayden, director of sales 
training, the schools recently concluded followed the con- 
ference type of teaching, a method which met with the 
hearty approval of all who attended. 

The meetings were held at the Hotel Rochester where 
there was a complete display of the company’s line of 
machines and systems for mailrooms and other office depart- 
ments. Charles R. Ogsbury, the president of the company, 
opened the sessions with a complete report on the progress 
of Commercial Controls during the war years and its posi- 
tion at the present time. 


International Lighting Exposition 

The International Lighting Exposition will be held 
in the Stevens Hotel, Chicago from April 26th to 30th. It 
will be sponsored by the National Electrical Wholesalers 
Association whose spring meeting will be held just before it 
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Tubular Edge \nsertable 
INDEX TABBING 


° - It's the 
, Original 


New Colorful Package 


AICO-GRIP is 


the strongest tabbing available. 
Heavier gauge cellulose . . . will not 
crack or warp. 


More convenient to use and apply. 
More durable in action. 
Individually wrapped in Cellophane. 


The original tubular edge tabbing, 
making it possible to insert titles 
quickly and easily. 


Aico Products sold only through stationers. 


AICO-GRIP TABBING 


, ; { LOOSE LEAF INDEXES 
j | i j DESK PADS 
CELLULOSE SPECIALTIES 


PROTECTIVE HOLDERS 


4 Atquer Company 


503 S. JEFFERSON ST., CHICAGO 7, ILL. 


WORLD'S LEADING MANUFACTURERS OF INDEXES AND INDEX TABBING ‘ 


KIL-KLATTER muffles typing noise, absorbs 
typing shock, makes typing easier on the ears, 
easier on the fingers. Made of famous OZITE 
All-Hair Felt with treated top 


to prevent machine legs from 

digging in, and non-skid bot- ] 00 

tom for extra safety. Size 11 x 6 

13 in. fits all typewriters and AT YOUR 

many other business machines. STATIONER’S 
or 

AMERICAN HAIR & FELT COMPANY OFFICE SUPPLY 

Merchandise Mart, Chicago 54, Illinois DEALER 


IL-KLATTER 


‘THE SCIENTIFIC TYPEWRITER PAD | 
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VERTICAL 
FILE FOLDERS 


VERTICAL 
FILE GUIDES 


58 


In a fast moving world . . . where 
modern misses take over business 
tasks, the most efficient office tools 
are indispensable and appreciated. 
Today . . . there's a "new slant" 
cn filing and more and more offices 
are making it their business to put 
Barkley Tabs on the job. Barkley 
Tabs mean no stooping, no eye- 
strain, no scratches. They mean 
now, satisfying filing comfort and 
increased efficiency. It's the AN- 
GLED VISION POSITION [illus- 
trated) coupled with MAGNIFIED 
VISIBILITY that lightens filing de- 
partment work. So... give office 
eyes a lift . . . give them ihe best 
in filing supplies . . . and earn the 
loyalty and appreciation of busi- 
ness. 
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Returns to McBee 

W. E. Ausenheimer has returned to his duties as assistant 
comptroller of the McBee Co., Athens, Ohio, manufacturers 
cf sids to simplified record-keeping. He entered the Navy 


W. E. Ausenheimer 


in January, 1943. He served aboard the USS. Elkorn. 
which operated from the submarine base at St. Thomas. 
Virgin Islands. 


A Best Selier in Purchasing Circles 

The third edition of the National Directory of Com- 
modity Specifications, originally published in 1925, is now 
available. More than 35,000 commodity standards and speci- 
fications formulated by trade associations, technical societies, 
and other authoritative sources are listed and described in 
the volume’s 1,300 pages. 

The directory, known as Miscellaneous Publication M178, 
may be obtained from the Superintendent of Documents, 
Washington 6, D. C., for $4 a copy. 


Typewriter Company Change 

Arthur J. Brewster, advertising manager of the L. C. 
Smith & Corona Typewriters, Inc., Syracuse, New York, has 
resigned his position with the company. Harold McD. 
Brown succeeded him on January Ist. Mr. Brewster be- 


Arthur J. Brewster 


Harold McD. Brown 


came advertising manager of the company in 1912, but re- 
signed in 1925 to go into another business. He returned to 
the company in 1933 as advertising manager. From 1912 
to 1944, Mr. Brewster was the head of the Department of 
Advertising in the College of Business Administration, Syra- 
cuse University. He is the author of two text books on ad- 
vertising, one of which will presently go into its fifth edition- 

Mr. Brown was first employed by the Corona Co., after 
it was organized in 1909 and prepared some of the first ad- 
vertising material for the company. When the L. C. Smith 
and Corona companies merged in 1926, Mr. Brown became 
advertising manager of the new corporation, in which posi- 
tion he continued until his resignation in 1930. Returning 
in 1939 as assistant to the vice-president, C. F. Brown, his 
work has since been connected with the production end of 
the business. 
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__-\®*" PLYMOUTH RUBBER COMPANY, INC | 
p 1896 The Largest Rubberizers of Cloth in the World CANTON, mass. 
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we Use 


Denninon Srods 


IN OUR OFFICE 


Sy Wj (a 


_. Tabs, Air Mail Labels in con- 
fi venient pac’ ages, Address Labels, 
and Gummed Reinforcements are 
just a few of the many Dennison 
,, products for which we have a daily 
need. I don’t see how any modern 
office can afford to be without these 
Dennison handy helpers.” 


No matter what your business may be, you can 
run it more smoothly, more efficiently, and more 
economically by using Dennison Goods. Dennison 
has a complete line of tags, labels, seals, mending 
tape and many other paper specialties designed to 
help you save time and avoid mistakes in office 
procedure. Dennison Goods are on sale at leading 
stationery counters everywhere. 


Framingham, Nassachusetts | 


Essential Stationery Supplies for HOME, SCHOOL, and OFFICE 
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At Equitable Life 


(From page 32) 


classes are spaced several days apart so that employees ma 
digest and discuss what they learn. Classes begin from ty 
weeks to two months after these high school graduates sta 
work, at a time when their confusion at finding themselye 
in a new world of business is clearing up. 

The introductory talk in the series is given to the entir 
group by President Thomas I. Parkinson, who welcome 
them. 

Next is presented “The Story of a Policy.” The depart. 
ment head conducting this session explains the function ¢ 
a policy and the various departments and procedures throug) 
which it passes from the time it is written to its completion 

“Plans for your Development,” given by a member of per. | 
sonnel, was the second talk in this year’s series. This clas | 
gives new employees a clear picture of the place in th 
company that they may occupy at the end of five years by 
taking advantage of promotional opportunities. Rules ani 
courtesies that make office life agreeable are touched upon 


Self-improvement 


A discussion of “Hints for Self Improvement,” given by 
the assistant superintendent who heads the reproduction de- 
partment where many new girls begin their careers, suggests 
many ways in which they can improve their skill through 
initiative. In this department with its extensive duplicating 


equipment and printing press, girls are encouraged to acquire | 


typing or other skills that they do not have, by practice in 


these skills. Or starting with such simple duties as typing | 


of addresses, form letters, and so on they advance to tran- 
scription from the dictating machines and similar skilled 
techniques. A like progression is followed in filing, new 
employees often starting with the filing of policies under 
numbers and gradually advancing to the handling of more 
technical material. 


Recreation 


Recreation is the subject of the next talk given. This is 
presented in employees’ bulletins as “Fun and Friendship 
Together.” Experience has shown the director that recrea- 
tion is most appealing to these youngsters from this angle 
rather than for its benefit to health, for the majority of 
girls entering the company express the wish to marry within 
the next few years, and are obviously thinking of romance. 


The speaker also emphasizes the need for cultivating 
stimulating interests in non-working hours. If church o 
neighborhood activities are not available, he advises part- 
ticipation in Equitable groups. 

These young people also react favorably to his suggestion 
that sports in the evening are an excellent way of clearing 
and resting minds that have been occupied with mental at- 
tivity all day. Trifles and irritations that sometimes develop 
in offices, he tells his groups, disappear when sports and 
hobbies supply real interest. 


During this session new employees are encouraged to talk 
about their own recreational interests. The director usually 
questions some of the forward members of the group to start 
the ball rolling, then draws out the more reticent individuals. 
As they signify their interests, he suggests that they contact 
the team or group chairman in question. If no suitable 
group exists they are urged to form one. Regular bulletins 
posted in departments to list recreational events are called 
to their attention. 

This is in keeping with the policy of stimulating émployee 
initiative in organizing new activities. At present, for in- 


¥ 
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WELDON ROBERTS RUBBER COMPANY 


Newark 7, New Jersey 


e- eatin _- ee 


Be For Re - Conversion 


Converting short-hand 
Me ,notes and copy-work into 
Roe: a neat and perfect type- 
GE written job is much easier 
| and faster the simple and 
| accurate Copy - RIGHT 
b way. Liberal allowance 
a , 4 Ay a A on present wornout line- 
; : : by-line copyholders. Mod- 
ernize with Copy-RIGHT! 


nA mail coupon _ 


THE TILTING 
2 LEVER 
BALL BEARING 
LINE-BY-LINE 


COPY-woRK 


HOLDER a 


eS ee ee se 
— Copy RIGHT Mfg. Corp. 
53 Park Place, New York 7, N. Y. 


Que D Send illustrated literature, please. 
amt 1 0 I'd like to try a Copy-RIGHT in my office. 


6 Model Sizes 


12” to 36” Wide a a 
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NATIONAL'S 


SS 
CaAaPr ~. ing 
Vw 


A REAL 
Quality 
5c PENCIL 
Made in Se Degrees 
* 


BEAUTIFULLY 
PACKAGED 


NATIONAL'S 


THIN LEAD 
COLORED 
PENCILS 


» on Processed Lond 


* 


BEAUTIFULLY 
PACKAGED 


e Free Sample Sent Upon Request 


NATIONAL PENCIL CO. 


SHELBYVILLE, TENN. 
220 FIFTH AVENUE 


NEW YORK 
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) stance a men’s basketball team is being formed to meet, 


| Rock-A-File in 1943 after five years of research. Because 


| need expressed by a number of employees. As they wor 
out details of the new group with the director, preparing 
lists of players and opposing teams of similar caliber, they 
| gain enthusiasm and experience and take pride in furthering 
| the success of their project. 
Te personnel physician in charg2 of Equitable’s medicg 
cen‘er for employees presented the next talk, “Your Health” 
A session follows that considers “What Other Young Pep. 
ple Have Accomplished.” This talk about the boys and girk 
who have rapidly risen to conspicuously successful posts jn 
the organization, stimulates the ambition of the fledglings, 
The eighth class, “Your Place in the Society,” includes a 
description of all the different departments in the Equitable 
| organization and the opportunities that they present. The 


last talk deels with “The Story of Insurance,” featuring the | 


history of insurance and the background and achievements 
of Equitable. 

At the close of the training, a tea held in the lounge, where 
the sessions have been held, enables all the new employees 
to meet. Equitable’s outstanding “career girls” act as 
hostesses for this affair. 


Rock-A-File in Steel 

The Rockwell-Barnes Co., 35 East Wacker Dr., Chi- 
cago, have announced that the Rock-A-File equipment is 
now available in steel. The company first marketed the 


of the lack of steel, it was necessarily manufactured of wood. 
Many small installations throughout the country have proved 
its principles and demonstrated its advantages. Steel con- 
struction should make it all the more valuable. 


Rock-A-File suspensions control a shifting center of 
gravity and a minimum of energy is required to open or 
close a full compartment. The files open sidewise. Two or 
more clerks can work at the same time. An upper compart- 
ment need not be closed to use the one below it. The folders 
slide out at the side. There is no tipping hazard when all 
compartments are open. The files come in 2-, 3-, or 4-com- 
partment letter size or in a legal size. They are finished 
in a neutral gray to harmonize with any color scheme. The 
bases are an abrasive-resistant black for protection against 
scuffing. The handles are finished in satin aluminum. 


Pitney-Bowes Expansion 


Pitney-Bowes, Inc., Stamford, Conn., manufacturer 
of postage meters and mailing machines, has announced a 
$1,300,000-expansion program. The first step will be the 
immediate construction of a $700,000 plant addition which 
will be completed in nine months. 
President Walter H. Wheeler, Jr., the former New Eng- 
land director of the War Production Board, says that this 
first expansion will raise employment well above the pre- 


war payroll of 800. He expects it to approach or even ex- 
ceed the wartime peak of 1,500. The new project is the 
largest industrial construction in Stamford in nearly seven 
years. 

The new plant addition, dedicated to the fourteen Pitney- 
Bowes men who died in action in the second World War, 
will have floor space amounting to 80,000 square feet. 
The whole plant will have 210,000 square feet, approximately 
doubling the pre-war manufacturing floor area. 

Mr. Wheeler revealed that Pitney-Bowes is making ready 
a new and enlarged line of postage meters to extend metered 
mail postal service to the small business firms as well as a 
new line of allied mailing equipment for business, industry, 
and government. 
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Ae Yours FOR BRIGHTER, 
CLEARER COPIES... 


Ontscopy Propucts 


LONG SERVICE LIFE WITH AUTOCOPY GELATIN ROLLS 


a 3 AUTOCOPY Gelatin Rolls, made by an exclusive formula, are com- 
pounded to insure longest efficient use under be ge climatic condi- 
tions and to prevent completely the introduction of foreign matter. 
There are no bubbles, indentations or irregularities. AUTOCOPY Rolls 
are available for ALL makes of duplicators. Although the rolls you are 
now using may appear entirely satisfactory, we urge you to try 
AUTOCOPY Rolls and learn the difference! 


STAINS REMOVED IN 30 SECONDS! 


AUTOCOPY Cleansing Cream is the answer to the duplicating ma- 
chine operator’s principal complaint —-removing stains from the hands. 
Stains acquired through hours of duplicating work are completely 
removed in 30 seconds with AUTOCOPY Cleansing Cream. This all- 
purpose cleansing cream acts gently, leaves the hands soft and smooth 
and does not affect nail polish. 


AUTOCOPY DIRECT PROCESS SPIRIT FLUID 

INSURES BRIGHTER, CLEAN-CUT COPIES! 

Long runs or short, AUTOCOPY Direct Process Spirit Fluid will give 
brilliant performance. There is no danger of messy offsetting because 
the copies dry instantly. Practically odorless, this exactingly com- 
pounded duplicator fluid is non-injurious to machines. In gallon jugs 
anaes : or in the economical 54-gallon drums. 


; SPIRIT FLUID 


WRITE FOR LITERATURE AND PRICES 462 WEST SUPERIOR STREET CHICAGO 10, ILLINOIS 


Extendible Steel Bars 


for the steeless 


KLERADESK by Sengbusch 


... adding greater capacity to 
your present steeless Kleradesks 
... providing greater utility from the 
new steeless Kleradesks you buy 


Flexibility that permits any number of plainly indexed 
compartments—that’s the big advantage in having a 
steeless Kleradesk with Extendible Steel Bar and plastic 
knobs. Now—more than ever—your employees appre- 
ciate the convenience of Kleradesk, in handling paper- 
work without confusion or disorder. © Extendible Steel 
Bars—to replace wood assembly rods and porcelain 
knobs in the steeless Kleradesks you now own—are 
available from your stationer, for additional expandi- 
bility. They are also standard parts of steeless Klera- 
desks now being sold. © Added to the utility, durability, 
and pleasing appearance of Kleradesk, this new feature 
Rises denenedicin teen toe further enchances Kleradesks’ reputation as one of the 
additions! éctendiatitty of a | greatest aids to desk workers. @ Order from your 


either size above. stationer now. Write for circular. 


ee OEE eee 
Sengbusch Self-Closing Inkstand Co. 


Above: One intermediate bor extends any Kleradesk one 
to five compartments more than original ‘capacity. Sev- 226 Sengbusch Bidg. Milwaukee 3, Wisconsin 


eral intermediate bars may be added, if desired. 
ae oo ene 
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——n 


——S—_ Ss , 
Above: Small size, for models 3V, Above: Large size, for models 6V, 7V, BV, 
4V, or 5V. With or without knobs. 9V, 10V, 11V. With or without knobs. 
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WABASH FOLLOW-UP 


System 


HERE'S a correct and approved 
Follow-Up System ... complete with Guides, 
Folders, Out Guides, Out Slips, Cross Refer- 
ence Sheets, and full instructions ...all ready 
to drop in a drawer. An effective follow-up is 
a “must” in every successful business office. 
The Wabash Follow-Up automatically brings 
to mind important matters, helps you build 
good-will and increase sales by making it 
easy to follow up requests for information. 
Your Wabash Dealer will show you this use- 
ful and complete system all put up in a handy 
package. Ask him about it today. 
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Suoer Or CUOdEr Eraser 
is Tiem'g iocKeQ in 
iTS nanasome green 
plastic ferrule with 
Aowolé UE\\ow bands. 
TICONDEROGA 


The famous pencil 
with 
locked-in-plastic tip. 


Joseph Dixon Crucible Co., Dept. 54-32, Jersey City 3, N. J. 
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frr- NO MAKES TRANSCRIBING 


Error-No line-by-line copyholders make transcrib- 
ing far more pleasant, far less fatiguing—faster, 
easier! They keep minds focused on work, not on 
the clock. They keep copy at eye level. No dancing 
characters, no skipped words, no missed lines—no 
doing work over. 

Error-Nos are all-steel, silent, vibrationless. Their 
quality construction stands up. 

Error-Nos are again available. Equip your office. 
You'll be amazed how they help melt away piles and 
stacks of tedious transcribing and record copying. 


SPEEDRITE—the checkwriter you see 
everywhere 


DIVISION OF 


Hall-Welter Co. 


ROCHESTER 7, N.Y. 


For quick, speedy service .. . for 
efficiency plus . . . ask for TRIUMPH 
Self-Inking Band Daters! The Band 
Daters that do their job with one mo- 
tion—stamping and inking automa- 
tically at the same time. 

Wee: A 


mals FR 29 anal 
Designed to give instant action, >—— “A 


less waste effort—TRIUMPH Self- 


TRIUMPH 
Self-Inking Band Daters 


A snap of the wrist does the 
complete marking job. Un- 
excelled quality and sturdi- 
ness are built into this effi- 
cient time-saver. 


Inkers give YOU MORE for your 
money! 
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R. A. STEWART CO.., Inc. 


80 Duane Street 


New York 7, N. Y. 
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4 
Hundreds of businesses have en 
ee a 


standardized on Esterbrook 
Fountain Pens and Dipless Sets 
because these pens meet every 
worker’s individual requirements. 
From executive office to sales 
foree—accounting department 
to shipping room there’s an 
Esterbrook Renew-Point for 
every job and for every individ- 
ual style of hand-writing. All 
points can be placed in the 
barrel by the user—no ship- 
ping delays while injured 
points are being replaced. 
Ksterbrook Pens are priced 
rieht for common sense 
and commercial use. Pn 
THE ESTERBROOK ~ = 


PEN COMPANY 
Camden, N. J. 


Canadian Representatives: = 4, 
The Brown Brothers, Ltd.  # a> i “Zieg 
Toronto “SES , .: 
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The Right Point 7 | 
for the Way You Write | _ 


means 


The Right Poiut for Every Job 


NUMBERED POINTS 


RENEW-POINT FOUNTAIN PEN 
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Appointed Manager 


Jules J. Ohlis, president of the American 3-Way- 
Luxfer Prism Co., Inc., 24% North Pulaski St., Chicago, a 
daylight engineering concern, has announced that Rudolph 
R. Rothenberg has been appointed manager of the com- 
pany’s New York office at 103 Park Ave. 


R. R. Rothenberg 


For fcur years before this appcintment, Mr. Rothenberg 
was with the War Department as an air technical service 
command representative, and was stationed at Republic 
Aviation Corp. Before that he had been associated with 
Ira Haupt & Co. 


Applies to Spirit Carbon Papers 


F. H. Caswell, of F. S. Webster Co., Cambridge, Mass, 
writes OrricE MANAGEMENT AND EquipMENT that his suggestion 
on page 39 of the February issue that packages of carbon 
paper be shelved so that the older paper is used ahead ot 
the newer paper applies particularly to spirit type carbon 
papers. 

These carbon papers used for duplicating purposes defi- 
nitely deteriorate with age. Mr. Ca-well points out. Regular 
typewriter carbon papers used for general office work actu- 
ally improve with ege. But they are -avely left to age undis- 
turbed, and the bumping and jostling which the packages 
get on the shelf, if they are retained there too long, will 
result in deterioration of these carbon papers also through 
wear and tear. 


Sederal Speciications Eorrd Ajpointees 


Dr. Edward U. Condon, director cf the National Bureau 
of Standards, has been appointed chairman of the Federal 
Specifications Board, Clifton E. Mack, director of the Treas- 
ury’s procurement division hes announced. Dr. Condon 
succeeds Dr. Lyman J. Briggs, director emeritus of the 
National Bureau of Standards, who recently retired from 
government service. 

Dr. Condon has had a great deal of industrial and technical 
experience. He was associate director of research for the 
Wastinghouse Electric Corp., and was also a member of 
the original committee established to study the possibility 
of using atomic energy in warfare. He was recently named 
technical advisor to the Special Senate Committee on Atomic 
Energy. 

Another appointment io the bosrd is Samuel P. Kaida- 
novsky, acting chief of the research and technical services 
division, standards branch, procurement division, who will 
serve as technical consultant to the board. Mr. Kaidanovsky 
succeeds Norman F. Harriman, formerly technica! assistant 
to the director of procurement, who retired from the gov- 
ernment in October, 1945. 


The Federal Specifications Board was established by the 


director of procurement last August, and is composed of 


representatives of ten government agencics. 
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C-THRU QUADRANT 
PROTRACTOR AND 
CENTER FINDER 


DOES A TREMENDOUS VARIETY 
OF ALL DRAWING TASKS 


*It's a Center Finder! *It's a Ruler! 
*It's a Right Angle! *It's a Quadrant 
Protractor! ‘*lIt's Wonderful! The 
center finder feature alone would 
make this exciting news. Imagine— 
given the arc of a circle—you can 
find the center up to a 12 inch diam- 
eter, and accurately to a |6th of an 
inch. It's done merely by matching 
the arc on C-THRU's Center Finder 
to the arc of the circle whose center 
is desired. Draftsmen and all who 
use drafting tools will find this an 
indispensable aid. 


Write for complete information and 
FREE Catalog of C-THRU products. 


SULEQS + TRIANGLES - MAVIGATIONAL INSTROMERTS - STEMCILS - PROTRACTORS - OTHER DEVICES 


CTHAY Zac 


HARTFORD, 


February, 1946 


. Spring 


OFFICE NECESSITIES 


Again the famous BERNARD office 

necessities are available — prewar 
* gleaming nickel finish — same fine 
quality that has made BERNARD 
stationery tools a profitable line in 
the trade for years. Order from 
your jobber today for earliest pos- 
sible delivery. 


loose Leaf Vacuum Punch No. 2600 
Standard Dies—1/8", 3/16”, 1/4”. 
Light, strong, stationary stripper 
spring, duplex control stops, nickel 
plated and polished, reach 1 1/16”, 


Staple Remover No. 150 
Works like a charm, 
without damaging paper. 
Fits all sizes of staples. 
action, nickel 
plated and polished. 


“Triumph” Official Eyelet Punch 

No. 190 A precision-built tool. 

Twin spring action. Parallel 

jaws. Compound leverage. 

Adjustable gauge. Opens 

and strips quickly. Nickel 
plated and polished. 


These are only three of the many famous BERNARD 
stationery tools. Send for complete catalogue which gives 
all numbers, all details. Use coupon below. 


W" SCHOLLHORN COMPANY 
“Quality Tools Since 1870” 


ee ee ee ee 
1 Wm. Schollhorn Company, 1 
, 3002 Chapel St., New Haven 9, Conn. I 
i Sirs: Please send me your catalogue of stationery tools. J 
l | 
p NAME....-..-20ceceseeseeeeesees peicbenesnigenenyee , 
IN sida ntiinasniciiadstbedguanmnanbasenenemelcl : 
eR ahinsicinentaGnneteciaeicietl I csseres I 
, (Zone No.) ' 
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but not for We 
CARBON PAPER 


that's why good typists 


choose 


KEEN-RITE 


and 
SUPER-TREATED 


Both the popularly priced | 
KEEN-RITE and the de luxe 
SUPER-TREATED brand are 
pe 7 made by a special process 
to prevent curling and smudging. Every typist can now 
get clearer, cleaner copies along with maximum wear. No 
more unsightly erasures and no more soiled hands from 


handling. 
* " Ve 
The famous patented "Carbon Gripper A 
in every box of Codo Super-Treated, SS 
Super Kote and Keen Rite. = 
Sf 


Codo wes. 


529 South Franklin St., 
Chicago 


-coRP. 
270 Lafayette 


New York 
Factory: Coraopolis, Pa. 
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Remington Rand Appointments 

A. M. Ross, vice-president of Remington Rand, Ine, 
has announced that Col. Walter L. Savell has been named 
the chief research chemist at the company’s laboratory of 


Walter L. Savell 


advanced engineering, South Norwalk, Conn. Col. Savell 
has been on active duty with the Chemical Warfare Service 
for the past three and a half years. 

J. M. Hackney, general sales manager of the company’s 
portable typewriter division, has announced the appoint- 
ment of two new branch managers. John F. Gibbons is 
now in charge of the Birmingham, Ala. branch and will 
cover the branch offices in Memphis, Tenn., and in New 
Orleans. He first joined the company in 1912. Edward T. 
Shepherd, who joined the company in 1910, is the new 
manager for Greensboro, N. C. He will also cover At- 
lanta, Ga., and Nashville, Tenn. 


Just Published 

The “Practical Manual for Office Workers” by Frances 
Avery Faunce, has lately been published by McGraw-Hill 
Book Co., Inc., 330 West 42nd St., New York. The manual, 
in a handy 8% x 11 size, is intended as a guide for secre- 
taries, typists, mail clerks, bookkeepers, filing clerks, machine 
operators, and switchboard operators. 


Incomplete Address 

Through a typographical error, the caption beneath the 
picture of the Saf-T-Spindle shown on page 44 of the De- 
cember issue of OrFiceE MANAGEMENT AND EquIPMENT gave the 
company’s address as 1545 South St., Chicago. The correct 
address of A-1 Specialties is 1545 South State St., Chicago 5. 


Addressograph Tools Up 
For Increased Business 

Additional production space, increased manpower, and 
the utilization of $1,500,000 of new machine tools are enabling 
Adressograph-Multigraph Corp., Cleveland, to increase its 
production of business simplification machinery. 

Included in the company’s new machine facilities are turret 
lathes, milling machines, an arbor press, two-spindle drill 
presses, an electric automatic furnace, jig borers, cylindrical 
grinders, a hot alkali continuous washing machine, power 
shears, and punch presses. i 


Cut Down Typewriter Repairs 

After analyzing repair calls and finding that most type- 
writer repair calls were due to faults in changing ribbons 
and neglect in keeping typewriters free from dust and eras- 
ings, Eugene L. Dahl, training technician for the govern- 
ment for many years, wrote two little booklets which should 
help the office. The booklets, Typewriter Care and Know 
Your Typewriter, give valuable instruction in the proper 
care of the machines. They may be had for 10 cents in coin 
for each book by writing to the Superintendent of Docu- 
ments, Government Printing Office, Washington 25, D. C. One 
hundred copies sell for $7.50. 
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How to win customers 
and influence people! 


Supply them with the envelope that gives EXTRA 
protection to heavy mail, catalogs, samples, and 
booklets ...the envelope with the wider, stronger 
seams...the envelope with the “clasp of friend- 
ship” — it has rounded edges so it will not injure 
fingers. Champion Clasp Envelopes are now 
available for immediate delivery . . . in nineteen 
sizes. When customers want clasp envelopes 
O08 6s sas 


CHAMPION CLASP ENVELOPES 
* Sold through Dealers only! 


p 
ee ee ene — 1 


MANCHESTER, 


Write on Company sta- 
tionery for liberal samples 


It’s here! 


The Rubber Band the trade has 
been waiting for with NATURAL 
RUBBER added. 


a 
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MOST FOLKS 
ARE INA 
HURRY/ 


Want more speed with 
less haste © Use 
Ticonderc a! You'll tke 
its Touch. Lasy on the 
hand-no push, no 
effort. Easy on theeyes 
makes clean definite 
marks. And - if You 
must err nowand 
then-there sTiconderona’s 
handu rubber eraser 
firmly locked in plastic, 
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Look For its modern 
Oren lastic ferrule 


with double yellow 
bands. hot ’s 


DIXON’S 


TICONDEROGA 


The famous pencil with 
the locked-in-plastic tip 


Joseph Dixon Crucible Co.. Dept. 54-32, Jersey City 3, N. J. 
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Filing at Sperry 


(From page 42) 


inquirer that we read the record over the telephone. We 
found it worked in most instances. Now the inquiries 
answered by phone are twice the number of records sent out 
Although it puts a grave responsibility on the desk clerk 
it eliminates recording, sending, and follow-up and the 
record can be immediately refiled. 

The Archives information record slips are filed daily. At 
the.end of the month, they are used with the distribution-of. 
time sheet (Figure 2) to make up the monthly activity 
report. 

All this detail work has paid dividends now that the 
records are needed for contract terminations. It was a safe- 


guard for the number of important supporting records, s0 | 


often missing, and the only source of needed information, 

A section has been reserved for contracts termination. 
This material is beginning to trickle in. It will be analyzed 
and indexed, then refiled in metal cabinets. 

There are two phases of the work that I have not men- 
tioned—the filing of intercompany reports, and records of 
historical interest to the company. A centralized file of inter- 
company reports was established for historical purposes. 
Now a copy of all reports is sent to the files. Before the 
report file was set up, many reports were issued which we 
do not have. In order to complete the file, all incoming 
material is searched for missing reports, and if any are 
located, they are removed and filed in the report section. 

Again all records are scanned for material of company 
historical interest. If it is expedient to remove all or part 
of a historical record, it is done and the material placed 
with the historical files. Otherwise an index card is made 
indicating the subject and location of the item and at some 
future time the record will be withdrawn and combined 
with the historical file. 

No retention or disposal program can be established for 
these records, as the great bulk of this material must be 
kept intact until the government releases it. When it is 
released, it will be a task to sort the substance from the chaff 
and still be sure the company’s best interest is served. 


Elected to Membership 


Victor F. Greis, assistant controller and assistant secre- 
tary of A. G. Spalding & Bros., Inc., Chicopee, Mass., has 
been elected to membership in the Controllers Institute of 
America. The Institute is a technical and professional organ- 
ization of controllers devoted to improvement of controller- 
ship procedure. 


Valuab!e Report on Office Layout 


Office Planning and Layout, a report recently issued by 
the Policyholders Service Bureau of the Metropolitan Life 
Insurance Co., 1 Madison Ave., New York, should prove 
valuable to management in arranging or rearranging office 
space to provide for a well-organized office. 

The report discusses among other things the space avail- 
able, number of employees to be accommodated, the routing 
of work, comfort of employees, allowance for expansion, and 
importance of a good appearance. It covers the steps to be 
considered in the preparation of a finished layout, including 
the inventory of furniture, the floor plan, templates and 
partitions. Special sections are devoted to heating and 
ventilation, iighting, acoustic treatment, decorations, large- 
scale arrangements, furniture purchases, and the installa- 
tion of floor coverings and fixtures. The report also contains 
a series of illustrated charts, including rough and finished 
layouts. 
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TAGS * LABELS * PIN TIC 
SOLD BY LEADING STATIONERS 


the J LMAY COMPANY 


109 WEST I9TH ST., NEW YORK, N. Y. 


r 


Nev-R-Kurl is the carbon paper with the plastic back. It never 
curls regardless of weather conditions. It stays flat, it stays put— 
no slipping or sliding in the typewriter. More body, too, but no 
greater thickness. That makes it easier to handle—easier to put 
in and remove from copy sheets. Non-treeing, long lasting—the 
carbon paper that gets better work done quicker, easier. 


NEV-R-KURL Carbon Paper 


Clear Print Will not curl, tree, wrinkle or Universal adaptation — same 

D smudge. sheet works or standard or 

woo Gives 35 to 50% more copies noiseless typewriters, billing 
STAMP PADS per sheet by actual tests. or bookkeeping machine. 


Clear Print Wood Stamp 
Pads last twice as long as 

the ordinary pad. Wood 

base never warps or sags, 
never becomes mussy or 
clogged with lint. Easy to 
re-ink, practically inde- 
structible. Made in 4 sizes 
with choice of inks in 5 


Samples sext on request when ordered 
on business letterhead, 


Phillip? 


PROCESS CO., INC. 


— 192 MILL ST., ROCHESTER 4, N.Y. 
* PROTYPE a 
ME TYPEWRITER | CLEAR-PRINT 
en A. PHILLIPS, Provide eeson WOOD STAMP PADS 
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signals and maptacks 
aid busy workers... do much 
to make operations smoother. 
Graffco signals and maptacks 
never forget; they make existing 
systems more efficient; speed 


operations. 
GEORGE B. GRAFF 
COMPANY 


68A Washburn Avenue 
Cambridge 40, Mass. 


Laer eee * 
2d Sethe ee 


ee BUSINES 5 
Under Control 
pita. teed 


EVERYONE NEEDS IT! 
EVERYONE WANTS IT! 


Correspondence, tax and 
budget record, phone num- 


bers, etc. in $1 95 


one compact 
file. Sells for 
An AMFILE VOLUN- 
TEER SECRETARY for 
housewives, business men, students, 
teachers, shopkeepers. Holds all the correspondence, data, 
miscellany everyone needs to save. Its self-selling features: 


@ Alphabetical and monthly « wwe blank and printed 
s. 


folders, business  letter- © Masable, ciieactive Gie ta 

blue, French gray, brown, 

ivory, green. 
UNIQUE—Each folder a record system. Forms for addres- 
ses, telephone numbers, budget, tax, expense records, 
miscellaneous information. 2 

_ It’s a complete filing system, suited to individual needs! 
The selling is done when people see the AMFILE Volun- 
teér. All you do is suggest an extra one as a gift fora 
friend. PROMPT SHIPMENT. Order Write for 
descriptive circular. 


AMBERG FILE & INDEX COMPANY 


Filing Specialists Since 1868 
1602 DUANE BLVD., KANKAKEE, ILL. 
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Better Letters 


(From page 48) 


Did the writer stop to think how much ill-will and antag- 
onism this dumb, tactless letter would probably create for 
his company and one of its salesmen. Probably not. If he 
had, he would undoubtedly have written a friendly, cour- 
teous reply that read something like this: 

“We can appreciate your concern at not having re- 
ceived your —— —order before this. However, it left 
our warehouse on , by express, and has undoubt- 
edly reached you by now, or will within a day or two. 

“Because of uncertain stock and delivery conditions, 
our salesmen are instructed to inform customers they 
will receive orders within six weeks, if possible. But 
we are looking forward to the day when it will be pos- 
sible to give you the prompt, satisfactory service you 
have every right to expect from us. 

“Please accept our apologies for this delay. And should 
your order not have arrived by the time you receive this 
letter, wire us at our expense. We will gladly start an 
immediate tracer. 


“Sincerely,” 

At this point, you may wonder how you, personally can 
improve the letters going out on your company stationery— 
how you can help make them build good will and prestige 
from which your entire organization will benefit. Well, you 
don’t have to be a letter-writing specialist to conduct this 
simple result-getting program: 

1. Hold departmental meetings at regular intervals. Ex- 
plain how important letters are in maintaining good public 
and inter-company relations, and how each correspondent 
can contribute his or her part. You'll be surprised at the 


new interest shown and the almost immediate improvement. _ 


2. Inaugurate a system of periodic review and rating of 
carbon copies of outgoing letters for appearance, clarity, 
conciseness, tone, and sales value. This procedure will help 
correspondents correct their individual weaknesses, and thus 
improve their writing ability. 

3. Work out a series of model letters to use in handling re- 
curring situations. Not only will they serve as examples for 
proper phraseology and tone, but being shorter and more to 
the point, they will cut down unnecessary dictating and typ- 
ing time. 

4. Try “The Best Letter of the Month” idea, giving a small 
prize and exhibiting the winning letter in some prominent 
spot in your office. 

5. Have open discussions on how to improve your corre- 
spondence. Let your staff analyze one another’s letters and 
make suggestions. Include your own, to be really demo- 
cratic and to show your sincerity. 

It has been our experience that the average office worker 
is eager to learn how to write good letters, but has seldom 
been given the necessary tools. Most of their mistakes are 
due to ignorance. If they are taught a few of the funda- 
mental principles of correct letter writing procedure, and to 
realize that every letter makes an impression either for or 
against their company, they will take greater pains to write 
letters that are a real credit to their organization. 


Management Publications Available 

Albert Ramond & Associates, Inc., Tribune Tower, Chi- 
cago, management engineers, have available a list of selected 
publications devéloped as part of that organization’s informa- 
tive and advisory service to its clients. The articles, lectures, 
and studies listed are on production, cost, wage, and labor 
relations problems. 

Copies of the list may be had on request from Albert 
Ramond & Associates. 
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BRAND 


ERASER and CLEANER 
THE ORIGINAL AND STANDARD 


1, “ARTGUM” is a surface cleaner with a light touch. 

2. “ARTGUM” is friable—has no deteriorating content. 

3. “ARTGUM” contains no grit. 

4. “ARTGUM” doesn’t abrade the surface of paper. 

5. “ARTGUM” doesn’t smudge. 

6. “ARTGUM” doesn’t dim ink lines or delicate im- 
printing. 


Insist on the original and standard 


THE ROSENTHAL CO. 


45 EAST 17th STREET, NEW YORK 3, N. Y. 


THIS 
CARD 


“MAKE FILES TALK’ 


SIGNAL vital facts with these automatic re- 
minders. With a choice of 12 non-chipping 
enamel colers, data of every kind can be segre- 
gated, classified, indexed. This brings order 
out of chaos, saves thousands of hours that 
would otherwise be wasted “chasing” informa- 
tion! 


Cook’s Stainless Steel File Signals are easy to 
attach to the edges of visible records, file cards, 
ledger sheets—easy to shift—easy to remove. 
Your stationer can supply you. Write us for 


No. 2V card of samples. 

YN ~ Ss ‘ 
a ‘ 

290 2 22 23 24 30 3oOPTO 3 34 


THE H. C. COOK CO., “Sonn” 


CONN. 


EVERY COOK PRODUCT UNCONDITIONALLY GUARANTEED 


Your 


RED CROSS 
Must 


Carry on— 


FINE TOOLS MEAN FINE WORK 


Improved stencil cutting and fine lettering for artistic 
display work calls for fine instruments. Heyer Quality 
Styli meet every demand; 18 styles of points, well 
balanced plastic handles. Also Lettering Guides in 
populor type faces and sizes. 


Write for Complete Catalog 
Quality 


SATISFIES 


THE HEYER CORPORATION 


Quality Duplicators and Supplies Since 1903 


901-11 WEST JACKSON BLVD., 
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CHICAGO 7, ILL. 
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AW2Gt3 
POSTURE 
CH A/IRS 


Sturgis Posture Chairs induce 
correct posture without effort, 
minimizing fatigue. Ample 
seas and scientifically designed 
backs provide sitting comfort. 
Sturgis Posture Chairs are de- 
signed for close adjustments— 
backs can be set for height and 
distance from seats—seats can 
be raised or lowered—all ad- 
justments are made in a min- 
ute—without the use of tools. 

Sturgis Pesture Chairs are 
built for correct posture seat- 
ing, and long service. Steel 
tubing, infra-red baked on 
ename.—seais and bacws of 
rubberized curled hair, covered 
with high grade leatherctte— 
(This model is available in a hardened steel mechanism, 
selection of backrests and seats) noiseless hard rubber casters. 


STURGIS MODEL 876-MY 
STENOGRAPHERS’ 
Posture Chair 


2 See Sturgis Posture Chairs at Your Dealer 
Sturgis THIS NAME IS GROWING! 


THE STURGIS POSTURE CHAIR CO. 


413 Magnolia Street Sturgis, Michigan 


SOLID BRONZE 


HONOR ROLLS 
AND 


WAR MEMORIALS 


Honor your war heroes in handsome, imperishable Interna- 
tional Solid Bronze —now released by W.P.B. 


Many appropriate stock designs available for Honor Rolls and 
War Memorial Plaques, as well as all other business uses. 
Special designs and estimates gladly submitted without charge 
pr obligation. Superb workmanship, painstaking hand finish- 
ing, modest prices. Unconditional money-back guarantee. 


Write for Free Illustrated Catalogue D. 


INTERNATIONAL BRONZE TABLET COMPANY, INC. 


36 East 22nd Street, New York 10, N.Y. 
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Office Standards Project 


(From page 34) 


elements integrated, to keep the machine operating and to 
act as a publishing and publicity authority. It is here that 
we seem to find but one good agency to provide. 


Authority of Position—To Stimulate and Integrate 

The American Standards Association has proved itself na- 
tionally and internationally to be an organization able to 
coordinate these sometimes conflicting interests and come 
up- with sound and accepted recommendations. American 
Standards are successful, among many reasons, because they 
are not mandatory. They sell themselves through sheer 
merit. They are good because they represent the best 
composite knowledge of all elements—what is required and 
how to make it. 

Thus it would seem logical to organize for American Of- 
fice Standards as shown in the organization chart with this 
article (page 33). 

Now with this wealth of talent coordinated into working 
and producing groups how should we go about getting 
action? 

As in most projects, our subject matter can be broken 
down into several classes for study. For instance, in the 
field of office furniture we find several phases for immediate 
consideration. 


Office Desks 


Why not establish a standard series of sizes to suit require- 
ments? 

Why not develop standards of finish adequate for the uses 
intended? 

Why not consider dimensicnal clearance under pedestals 
and the number of legs (both to facilitate cleaning)? 

Why not establish definite grades? 


Filing Cabinets 


Why not establish standards along the same lines as on 
desks, with, of course, other considerations peculiar to this 
equipment? 

And then, in the field of office machines and appliances— 


Type Faces on Machines Which Print Results 

Why not establish sizes and spacings to facilitate form 
design and readability? 

Why not establish standards of permissible noise level? 

Why not recommend finishes consistent with room lighting 
and cleaning requirements? 

In the supplies field several immediate requirements come 
to mind, some requiring coordination with other projects, as, 
for instance— 


Binders 

Coordinated with form design, why not establish a series 
of sizes and post spacings (and number!). 

Why not establish grades dependent on resistance to wear? 


Folders 
Again coordinated with form design, why not “authen- 
ticate” certain current practices (such as correspondence 
and legal. sizes) and establish: any others justified? 
Why not set definite grades to meet service requirements? 
Then in the field of form design, there are many subjects 
which can produce immediately valuable service, such as— 


Forms 
Establish American Office Standard Sizes considering filing, 
binding, and base paper stocks. 
(Turn to page 76) 
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THIS PRODUCT 


‘\ UNIVERSALLY is not Extinct... 
. | it’s just RARE! 


Some day, conditions will change and we'll give you 
prompt delivery again on IMPERIAL merchandise. 
In the meantime, we ask your sympathetic under- 
standing of a difficult situation. 


Fawn Brand Stencils are highly acclaimed by particu- 
lar users everywhere. They guarantee clearer copies 
and longer runs. Write for sample and price list. 


«|  tawn Branod,Le 


destals 80-05 Northern Blvd. Jackson Heights, L. I., N. Y. 


as on 6 
to this ° cuantt 
GripPls 
unces— 9 
GRIPPIT is accepted and used as the 
ults standard Non-Inflammable Paper Cement 
» form by great industrial firms who buy only after 
thorough tests in their own laboratories. 
wal? Non-Wrinkling, Detachable. Excess rubs 
‘ehtin off. Needed on every desk and drawing, 
enting board. 
3 come \ e 
Ro estore® 
got 

series 

Companion products needed in every 
wear? office. ROLTONIC cleans and gently 

naps the rubber platens of all business 

machines. New gripping surface 

carries file folders, envelopes, etc., 
uthen- through, holds them sfraight. 
ndence TYPTONIC actually fishes away ink, 

eraser dust, office gtime from metal 
nents? and rubber type, then disappears 
ibjects ! entirely. All three products are Made of color- 
h as— Both ROLTONIC and TYPTONIC are Non-inflammable, Non- ful plastic "ood dur- 

made to the same high quality as Poisonous, Harmless to able steel points. Write 

GRIPPIT. ‘ skin and clothing. or wire us fodey. 
“i wan fon ne ce METAL SPECIALTIES MFG. CO. 


HARRIMAN - WELTS, INC. linois 
403 RIVER ST.,- HAVERHILL, MASS. 3200 Carroll Ave. Chicago 24, uti - 
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ACTUAL SIZE 9j » 67 IN. 


SIMPLIFY CALCULATION OF THE NEW RATES 
BY USING THE NEW EDITION OF THE 
DELBRIDGE SIMPLIFIED WITHHOLDING TAX CHART 


NN an advertising novelty—Not a "free" chart. It is ex- 

pertly designed to enable the average office employee 
to prepare your deductions quickly and accurately. Elimin- 
ates costly errors and delays in your payroll department. 
Shows all the required figures and is guaranteed to comply 
with all the provisions of the new income tax law. 


AUTOMATIC — COMPACT — EFFICIENT 


published in four editions for Weekly, Bi-weekly, Semi-monthly 
and Monthly Payrolls. 


$2.50 Each At Your Dealers 


DELBRIDGE CALCULATING SYSTEMS, INC. 
2502-10 Sutton Ave St. Louis 17, Mo. 


HEADQUARTERS for 


OPTICAL SPECIALTIES 
& DRAWING INSTRUMENTS 


Daily more and more buyers call on "Compass" for optical and 
scentific specialties and drawing materials. No wonder .. . for 
“Compass” carries a complete selection of the well-known 


brands .. . Taylor, Spencer, Bausch & Lomb, etc. 
IFYING 
DRAWING MASLASSES 
SETS - Clear, white oph- 
No. 814 — Pro- thalmic glass. All- 
fessional Qual- black, one piece, 
ity. Brass, nick- lastic frame and 
el plated. $12 Ceadie. Retails at 
per set. Write $2.75 
=r queen <> Jast one of « 
XS caries a 
models. ways in 
WRIST COMPASS UNSINKABLE WATER- 


Plastic case, 
movable bezel. 
Quality leath- 
er wrist band 
with plastic 


PROOF COMPASS 


Transparent 
lucite case 


buckle. he aos 
urdy, reli- 

Retails at able. Retails 

$5.00. at $1.00. 


ILLUSTRATED LITERATURE UPON REQUEST 


COMPASS INSTRUMENT & OPTICAL CO. 


268 FOURTH AVENUE, NEW YORK 10, N. Y. 
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(From page 74) 
Why not recommend standard locations of certain common 
data on purchase, billing, and shipping papers? 
Why not recommend standard layouts and nomenclatures 
on these items? 


Paper Stocks 
Why not establish standards of grade for varying degrees 
of wear and preservation? 
Why not recommend types for variations of use (e.g— 
hand writing, machine posting, and reproduction processes)? 
Other fields for study and recommendation include— 


Environmental 
Colors for decoration. 
Illumination for various kinds of office work. 
Ventilation media and control. 


Procedural 
Locker and wash room facilities. 
Periodic rest periods. 
Nomenclatures used in office management. 
Routines involving various national practices such as 
Tax deductions, thrift programs, etc. 
Preservations and destruction of records (including micro- 
photography). 


This is but a sketchy list presented to illustrate, not cover, 
the fields involved. Each person interested could suggest 
many more items. But the list does show it should be pos- 
sible to undertake many subjects simultaneously with a 
considerable amount of knowledge and experience spread 
over many subjects. 


Thus, it would seem that cur organization might be gen- 
erally built up of specific sub-organizations with respon- 
sibilities something as follows: 

1. A Central Coordinating Committee. To stimulate, ap- 
point, and direct sub-committees on specific classes. To 
publish and publicize results. 

2. Sub-committees by Class of Material. (e.g. furniture, 
machines, etc.). To formulate specific study programs and 
direct such study. 

3. Study Groups. To develop specific standards. 

Under such a set up, the work of the study groups might 
be passed along to the Sub-Committee involved and thence 
upon their approval, to the Central Coordinating Committee 
for publication and publicity. 

Now, assuming that all this has taken place and we have 
started American Office Standards, we still have that knotty 
matter of testing many products for their performance under 
the specifications. 

There seem to be several ways in which such tests can be 
accomplished and the eventual plan may include more than 
one form of testing. For instance, a manufacturer might 
certify performance in accordance with the details set up. 
A simplified example might involve drawer operation of a 
correspondence vertical file. Let’s say that the specification 
might provide that the drawer, loaded to 40 pounds, dis- 
tributed load, must operate with a minimum drawbar pull of 
% pound after a 50,000 operation test. (Naturally other 
provisions would be included in such a specification). Now 
it seems logical that manufacturers be allowed to certify 
such performance in a label attached to the filing cabinet. 

The label might certify a grade authorized under Office 
Standards, or the performance test, but either would con- 
stitute a “stamp of approval” of the American Office Stand- 
ards organization. 

(Turn to page 80) 
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The Multi-Unit Map System 
For Efficient Planning 


Cram’s large scale, washable surface 
state maps, mounted on the convenient, 
space-saving Multi-Unit display fixture, 
give sales executives a quick over-all 
picture of their distribution set-up, and a 
constant check on sales quotas, sales 
totals and other territorial conditions. 


The Multi-Unit wings open up like the 
leaves of a book, and fold back against 
the wall when not in use. Each wing 
accommodates two maps—one on either 
side. The maps can be marked on with 


marking crayons, and the markings 
changed as often as necessary. Addi- 
tional information can be shown by the 
use of colored map tacks. 


Multi-Unit Systems are available for any 
size territory—from one or two states to 
the entire 48. Write for catalog. 
THE GEORGE F. CRAM COMPANY, INC. 
730 E. Washington St., 


Indianapolis 7, Indiana 


Heavy Duty Bag for Mail, Secu- 
rities and General Messenger Use 


W. C. LEUTE 


COMMERCIAL LEATHER GOODS 


$215 


54 DEY STREET NEW YORK 7, N. Y. 
Canvas & Leather All Leather Mail- 
Mailbag $215 bag $214 
Price Price 
en $10.00 13x10........ $15.00 
ee ot lee 17.50 
See cece eae 20.00 
re ie a. errr 22.50 
eee i. ar 26.00 
Bs 0t00000 eee 29.50 


pecue bse kemae price $19.50 
DP sicavicwssenese °* 
_ eee “ 23.00 
OP idkawwessewaes “ 25.00 
DP asbiscinensees “ 3780 
DF icdaxeeveucius “ 2950 $224 
OF sisedestienses “ 32.50 Special Sizes Made to Order 


The above are subject to a 20% Federal excise tax. We 
also make messenger wallets, money bags, brief cases, 
zipper cases, accountants’ cases and salesmen’s sample 
cases. 

We invite your inquiries. 


ePoHNMRU 


Keeps Wraps dry, 
aired “in press” 


Stop crumpling soggy wraps 
in musty lockers—keep wet 
hats and mittens off lunch- 
eons. Replace old-fashioned 
lockers with modern steel 
PETERSON 8-B, Loeker 
Racks that provide each per- 
son with a wooden coat han- 
ger, ventilated hat shelf and 
dry, clean lock box — full 
accommodations for 12 people 
in 5 sq. ft. of floor space. 


Write for Bulletin No. 4 show- 


VOGEL-PETERSON CO. 


“The Coat Rack People’ 
624 S. Michigan Ave., Chicago 5, Illinois 


The Symbol ha of Superiority 
ESCO 


REG. U. S. PAT. OFF. 


Pioneers in Plastic 


DRAFTING ROOM 
EQUIPMENT 


ENGINEERING MANUFACTURING COM- 
PANY is the pioneer manufacturer of Plastic 
Drafting Equipment. It has never relaxed its 
standard of excellence. ESCO is consistently 
respected and demanded . . . Leading dealers have 
ESCO products on display. 


ENGINEERING MANUFACTURING CO. 
SHEBOYGAN WISCONSIN 


Visit our CHICAGO PRODUCTS EXHIBIT on the Avenue— 
Next to the Wrigley Bidg. 
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Get the help of this new 
office aid—Photocopying! 


Handy new unit makes low-cost, 
ERROR-PROOF copies of any- 
thing! Saves time, labor, money 


With APECO, quickly mcke copies of 

LETTERS, STATEMENTS, INVOICES, 

RECORDS, INVENTORIES, PICTURES, 

LUE PRINTS, CLIPPINGS, CHARTS 
(over 190 others) 


ft Now, right in your own office, you 
canmakecopies of anything, typed, 
=a written, printed, drawn, or photo- 
graphed—even if on both sides! 
Clear, permanent, error-proof 
phoiocopies—at amazingly low 
cost! APECO makes them at l-a- 
minute speed—saves hours of 
typing and checking—expedites 
work. No darkroom or technical 
knowledge needed—even a boy 

or girl can easily operate APECO. 
Copies Cnything!” 


s Send for your free 
USED PHOTOCOPY EQUIPMENT copy # this informative 


...fells how APECO Photocopying can serve you 


See how you can save time, money, labor, and assure 
accuracy with this most modern method of copying. 
APECO'S 20-page, fully illustrated book gives you the 
story of Photocopying —shows graphically the “what” 
and “how” of this amazingly simple procedure. Yours 
without obligation. Write, today: 
AMERICAN PHOTOCOPY EQUIPMENT CO. 
2849 N. Clark St., Dept. H26, Chicago 14, Il. 
(Representatives in principal cities and Canada) 


Photo-Copyer 


°55 7 
Copies ty a Soteeeieniter pes of 

” ‘net models. printso, 
any length, upto42” wid 


%ApECO 
PHOTOEXACT 


An unscheduled stop frequently played havoc with 
the fortunes of early day travelers, but fortunes were 
easily recou in California mines. Today there 


are many delays in production due to shortages but 
we are doing our best to allocate file cabinets among 
our dealers, 


D erson-Hickey Go. 


x: ENE EVA 
ILLINOIS 


“Andy unils of steel 
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FOR HECTOGRAPH WORK 


THERE'S NOTHING BETTER 


MARS and GLOBE -TROTTER 
COPYING PENCILS BY STAEDTLER 


1 They are the best hectograph pencils made 
~with the greatest possible copying 


power and density of color. 

They cre c high priced line of unequalled 
2 quality thus eliminating —, and 
assuring repeat business. 


Available in six colors 


Purple No. 933 Green . No, 2967 
Red . . No. 2965 Lilac . . No.‘ 2969 
Blue . . No. 2966 Brown . No. 2970 


J. S. STAEDTLER, INC. 
53-55 Worth Street New York, N. Y. 


PULL FASTENERS 
BEAT THE & BAND 


ANY. PLACE A BAND |S NEEDED 
A* PULL FASTENER" CAN BE USED 


Pull Fasteners don’t slip, dry out, stretch or 
break. Durable as the documents, papers, 
checks and similar items they neatly and 
firmly tie together. Easy to use. Pull either 
end to tighten. Prevents loss and separation. 
Sizes, 6" to 54”. Sold in packages of 100. 


‘ol hbegel wrc.co. 


277 NO. GOODMAN ST., ROCHESTER 7, N. Y. 
SCHLEGEL CO., CANADA LTD., TORONTO, ONT., CANADA © 
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TYPEWRITER RIBBONS 


CARBON PAPERS 


\elieaa 


iil 


| 


nay 


Saves You Time and Money 


No doubt about it, WRITE products cut down 
your office overhead and give you better results. 
WRITE carbon papers save time by giving you 
more and cleaner copies from each original. 
WRITE typewriter ribbons assure you of a fresh, 
clean, readable job every time. 
You can depend on WRITE because 
WRITE products are guaranteed — for 
quality, uniformity, long wear. Let 
WRITE save you time and money. 
Ask your dealer, or write us today for 
FREE samples and attractive prices. 
Immediate Deliveries! 


In Demand! 


With the restrictions on travel for business 
now a thing of the past, the demand for the Nascon 
Expense and Tax Record is greater than ever. In a 
handy, refillable pocket case, this unique book provides 
for a complete yet simplified recording of expenses and 
taxes for a week at a glance for a full year. 


420 Lexington Avenue 


p New York 17, NASCON SALES CORPORATION 


FACTORY: Bridgeport, Conn. 60 East 42nd Street New York 17, N. Y. 


Ten Sheets Sh es 5s 

reso ce Wigihle s3-45 
. Complete 
» Record = 
Cards 


rs Have Handifax Visible 
: \ Record Cards on Hand 
| for Instant Use 


‘ ———j) |} 


Visible Index ¢ Color Signals ¢ Visible Tabulation 
No Equipment Required 


Your Executives, Sub-Executives, Clerical Staff will have all adantages of ex- 
pensive Visible Records. Half inch Visible Margin full width of card. Cards 
easly, quickly, assemble into sheets of Visible Records. Use, handle, and file 
on edge like paper in correspondence folders. File in desk drawer or 


| drawer of your steel letter files. 
A DIFFERENT BABY BOOK y Satisfaction guaranteed. 
500 Cards 6x4 inch ............. $3.45 Ten years national daily use. 
Another fast selling item in our FAMOUS PHOTO SERIES. Besides , 500 Cards 8x4 inch ............. 4. Buy any or all three sizes. One side 
16 Colorfully illustrated pages for baby’s record there are 32 decorated | 500 Cards 10x4 inch 5.30 blank, other side ruled horizontally. 
pages for mounting snapshots. Two gold stamped photo frames for pie- ——— Make’ special card forms as needed. 
ture size 31%4 x 4% inches are mounted on inside of front and back covers Total Price $13.15 


—An exclusive Wire-O feature—Patented Wire-O ot, permits leaves jog Me he ” oreph, 

Ty pon Heavily padded washable covers in pink or blue leatherette. | Pay invoice when satisfied. Order today. Send no money. 

ery in gold on cover—size of Look 4% x 6% inches. Retails for $1.50 Handifax is Flexible, Compact, Portable, Durable, Convenient, Low Cost end - 
; Saves Time. Fits any record need such as Sales, Customer, Prospect, Stock, 


. 5 — Purchase, Credit, Collection, Payroll, Prices, Cost, Billing, Phone Numbers, 
a for catalog of complete line. Autograph books, Addresses, Numerical Personnel, Jobs, Schedules, Progress, Follow-Up, Rates, 
address books, photograph albums, and baby books. Discounts, Deliveries, Production. Things to do or not to do. Write for 


complete catalog. Information on large records, Standard or special printed 


— Binding company wail Chicago forms, Ring binders. Steel scien. sn phe ne ™ 

732 W. Van Buren Street Chicago 7, Illinois H A i D | F A RECORD 311 N. Tenth St. 
Pein the Soe fre Pa eee a 

a : Dealers ask for proposition 
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ld by all good dealers. 
THE MORILLA COMPANY, INC. 
328-332 EAST 23rd ST. NEW YORK 10, N. Y. 
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Filing 
Folders 


Printed and Ruled 


Guides and Indexes Stock Forms 


SPECIAL FORMS FOR YOUR SPECIAL NEEDS 
THE DACO CARD & INDEX CO. 


9 Federal Court Boston, Mass. 


Stamped With Your Name 


(Minimum 2 Gross) 


$3.50 per Gross 
$3.25 Without Name 


Prompt Shipment 


BRASS TIPS 
GOOD RUBBER ERASERS 


Made in 5 degrees 
Write for Samples 


SEABOARD 


PENCIL COMPANY 
47 WEST 57TH ST., NEW YORK 19, N. Y. 


(From page 76) 

Testing, under such conditions, might be largely a matter 
of supplier integrity and reliability, but it would still re. 
quire check testing by some agency. 

Other materials might require more continuous testing, 
as for instance, performance of carbon papers, ribbons and 
qualities of paper. 

It becomes evident that an independent testing laboratory 
is a necessary part of such a general program. 

Organizing, financing, and operating such a project per- 
haps is more difficult than establishing the basic standards, 
but, again, the success of the Underwriters Laboratories acts 
as a stimulus for action. 

Without citing details, or consulting with the many inter- 
ests involved, it has seemed that it is logical to assume the 
consumer and manufacturer benefits will justify and provide 
support for the project. 

The American Standards Association magazine, Industria) 
Standardization, for September, 1945, summarized the bene- 
fits expected from standardization of electric motors in terms 
which seem to apply to any standards. 

To Purchasers. Lower Prices. Better Quality. Sounder 
Basis for Accuracy of Performance. More Convenience in 
Use. Greater Availability. Prompter Repair and Exchange 
Service. 

To Manufacturers. Simplification of Manufacture. Conser- 
vation of Time and Materials. Ease of Marketing. Efficient 
Organization Operation. 

It certainly seems that these benefits should be sufficient 
to warrant expenditure and support by both users and 
makers of office equipment. 

Probably the final answer to establishment and main- 
tenance of a testing laboratory must be worked out by the 
Central Committee. It wouid be a fairly expensive under- 
taking. Facilities for mechanical, electrical, and chemical 
testing would be required, with adequate floor space, tools, 
and equipment for performing the many tests involved. 

Personnel would be required to direct and operate the 
facilities. A clerical staff would be necessary to compile 
and report test results. It is easy to imagine that such a 
laboratory might perform valuable services to manufacturers 
in their engineering studies. In other cases it might act 
as a “court of appeals” for consumers. In both such con- 
ditions a fee system might be worked out which would help 
support the activities. 

Certainly all the many organizations cited earlier in this 
article have good and sufficient reasons to get together and 
discuss the matter. 

As Edward B. Wilber said in his article in December 
OrriceE MANAGEMENT AND EQuIPMENT, the 2,000,000 private 
businesses of this country do constitute “a mammoth lab- 
oratory” not only for the purposes he mentions, but for the 
specific purposes we are discussing. Add to them the co- 
ordinated effort of organized research and development 
through the management, professional, and technical asso- 
ciations, and the effect should be profound and lasting. 


PERSONAL 


"“PERSONAL"—that's the caption on Aunt Emma letters— 
the novel form of Advertising that is Blanketing America for 
SKY-RITE—in leading weeklies like the Saturday Evening 
Post; in Big Circulation Newspapers from Coast to 
Coast, Rio Grande to Great Lakes. 


SKY-RITE 


The Very Finest in LIGHTWEIGHT STATIONERY. 


COPYRIGHT 1946 — Agency Paper Co. 
74 Varick St., New York 13, New York 
New York @ Chicago ® Los Angeles 
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No More War-Weary Excuses for 
Snappy Rubber Bands! 


IMPROVED 
ARCO RUBBER BANDS 


are now available in all sizes 
and in any quantity. 


Packed in % lb., and 1 lb. attractive, convenient, self- 
locking boxes and 5 lb. bags for bulk users. 


Write today for samples and 
lowest prices. 


P. O Box 869T Alliance, O. 


ALLIANCE RUBBER (CO. 


Available for immediate delivery! 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 


and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 


All completely rebuilt and guaranteed by 
“The House That Confidence Built” 


Universal Office Equipment Co., Inc. 
7-9 Waverly Pl., New York 3, N. Y., GRamercy 3-3741 


SCRAP BOOKS 

@ Fabrekoid Covers in black 
only 

@ Screw Post Metal Binders 

@ Six different sizes 


#20....10/2 x8 #03....15% x 12% 
#il....112 x % #04....10A x 13% 
#82... .132 x Il #05....23 «= 1% 


Prices on Request 


MAJESTIC LOOSE LEAF INC. 
122 Spring Street New York 12, N. Y. 


ei mus: se tHe CURL! 


Curl is something Longhorn Carbon just 
doesn't have. It lies fiat—in your typewriter 
—in your desk drawer, whether the day is 
hot and humid or crisp and cold! 


LONGHORN IS TOP-QUALITY CARBON 
Makes clean, sharp impressions. Erasures : 
do not smudge . . . Wears like fine silk. 

_ ALWAYS ASK FOR 

> 


HONOR ROLLS 


Featuring the individual 
changeable letter method or 
the embossed name strip 
siyle. Many designs to 
choose from. For large or 
small capacities. Send for 
illustrated folder giving all 
info. mation. 


ACME 


HONOR ROLLS 
37 E. 12th St. 
New York 3 


CHAIRS 


MANY STYLES 
Folding Chairs 
Wood or Metal 


Tablet Armchairs 
Prompt shipment fom 
stock. Please 5 

quirements when inouitng. 


ADIRONDACK 
CHAIR COMPANY 


1140 Broadway, New York 1, N. Y. 
Dept. 7 


Double Feature 
MOORE. 


PUSH-LESS HANGERS e PUSH-PINS 


Advertised and sold 
Nationally Since 1900 


MOORE PUSH-PIN COMPANY « Sc«ce (900 
113-25 Berkley Street, Philadelphia 44, Penna. 
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NON: FLEXIBLE STEEL RULES 


Made of highly tempered steel bemted with patented 
Non-Slip material. 


Graduations in 1/léths. Individually — a _ aes 
engraved below the surface of the : P 

seal. +o . .. = Alwa | >» 
ible. s y eepers, nl ‘ 

offices, artists, edvetiiinn work. NO! 


FLEXIBLE STEEL RULE 


NATIONAL RULE CO. 
Rochester 4, N. Y. 
In Canada: Brown Bros., Ltd., Toronto 
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REX-O-Graph 


Fluid Type Duplicator 
and Supplies 


Working hand in hand to provide perfect dupli- 
cation, the REX-O-Graph Fluid Type Duplicator 
and Supplies produce invariable outstanding results. 
REX-O-Graph Supplies include Carbon Paper, 
Spirit Master Paper, Duplicator Fluid, Correction 
Pencils and Plates, Backing Sheets, Cleansing 


Used with the accurate, efficient REX-O-Graph 
Fluid Type Duplicator and its 100% Roller Mois- 
tener, you are sure of longer runs of more brilliant 
and perfect copies. 


Your dealer can serve you with REX-O-Graph 
Duplicators and Supplies. Or write for detailed 


Be ee ee ee 


_REX- 


0-graph,Inc. 


3739 North Palmer Street 
; Milwaukee 12, Wisconsin 
uid Duplicators and Sw 
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Wake up 


those old NEVA-CLOG machines by putting in 
a new fresh stock of genuine NEVA-CLOG 
STAPLES. 


There are thousands of machines temporarily 
IDLE because the owners just FORGOT to get 
Genuine NEVA-CLOG STAPLES when in their 
office supply store. 


ALWAYS BUY 


because— 


NEVA-CLOG A-1000 STAPLES 


Made to fit S-100 Machine—100 to a 
strip—lM per box—10M per carton. 


NEVA-CLOG DjJ-340 STAPLES 


These NEVA-CLOG Staples are espe- 
cially made for use in J-30, J-60 ma- 
chines. Made with greatest care and 
precision. 5M per box. 


For over twenty years they have been properly 

made for the job intended. They fit—they are 
chisel pointed (not ground) for easy penetra- 
tion of material. 


The strip is of firmer construction (reduces 


breakage). 


They give constant and continued Stapling 
satisfaction and sustain the guarantee on 
NEVA-CLOG MACHINES. 


NEVA-CLOG STAPLING PLIERS 
"The Machine of a Thousand Uses’ 


—NEVA-CLOG STAPLES 
to "Fasten Things Together" 
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As you sit down wan and weary, * 
With the outlook far from cheery... 

Your book loaded with dictation notes and such ... 
It is mighty comfy knowing 

That the rest is easy going... 

On your Underwood, 


with Keys you love to touch! 


You'll find ev’ry key you're striking 

Has a touch that’s to your liking, 

In these days when working comfort means so much. 
Without pounding, fuss or worry, 

You can type things ina hurry... 

Un your Underwood, 


with Keys you love to touch! 


-- TYPEWRITER LEADER OF THE WORLDI 


It’s a “smooth-as-velvet” feeling, 

And your neat work is appealing 

To the Boss, you want to please so very much. 
For his picture’s in each letter, 

And you'll make that picture better... 


On your Underwood, 


with Keys you love to touch! 


Dear Boss: 

It will pay you to buy her an . 

Underwood. Not only will she = 

happier on the job, but she'll be = 

turn out letters ~ 7 os _ 
nd accurate... letters 

powrte to your firm, and make a §' 


impression wherever they are sent. 


Underwood ipo OE 
One Park Ave-, New York 16, N.Y. 
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